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Tilts FOllM MAY BEPHODUCKn 



^ -prbfAge 



This preliminary HaiKSbook is presently being used, during 
this phase of the project, ^to support the development of 
petformance st^daras* It provides, in, writing, the pro-- 
ject r^^tionale ai^ it: also docu^nents the current versions 
of^^T^l the working ms^terials of the pro^ec^ {data collec- 
sheets , tally sh'eets, activity descriptions, etc,)* 
* \ 

A key project task is \the refinement further develgp- 
meht of the handbook atod of all this m^erial for eventual 
independent use by loqal offices- and state ES administra- 
tive personnel* \ - . ' 

At the present time, th€t current material is. subject to chemge 
as a result of experJceno^ gained and suggesttions received 
during this d'ev^opiaental phase of the project. Furthermore, 
$ome material, silich as the local office typology material, is 
not in thi^ ver^^ion of "the handbook. 

This material is aVorking document which is in the.process 
of evolving toward a fin^l finished product* 
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Chapter I 
INTRODUCTION 



What need dpes this handbook fill? 

The ES has come/to the conclusion in the past fev years tljat * 
State and local performance must be meaayfred in terms of - 
tangible end results rather than the intermediate aqtivit^^es 
^nd s^^y/'ices which led to thosef results. This conclusion has ^ 
led to the development of a 8fit;Lance<i placement Formula which 
is currently used to adjust allocatifohs to. the States. Used 
in this way, the Balanced Placement Formula accomplislies 
Performanced Based BudgetiJig for the ES. States , therefore, 
have an incentive to take. action that will improve the results 
jwhich play a role in the BpP. ^ ^ 

To improve the score obtained on the BPF, each State ageYicy 
should develop an action plan based upon em analysis of its 
own, operation . The national offijce can assist States in this 
effort by developing procedures and analytical tools that are 
keyed tyD the results th^t figure into the BPF. These results, 
or outputs/ are .the consequence of a system of activities that 
comprise the placement process; they and other outputs provide 
clues .to how well the component ^aictivities have functioned. 

• 

fixed relationship between output figures and input activities' 
can be made because each State agency and the, local offices 
within it oper^ate in labor markets that have specific character- 
.istics and' unique prol^lems. HQiM?ever, despite these differences, 
enough similarities exist between all the Xocal officer's in the 
£S to warrant thb development of a uniform set of guidelines 
to^aid in diagnosis of State and local operations for the purpose 
of improving tlie performance measures used in the BPF. 

.Therefore, a comprehensive setlof performance standardsi.'^should 
consist ^f 3 parts: a definit^n of output goals (currently 
exRfessed by the BPF) , a methyl ^or identifying substftdard 

^ performance (BPF score and otl^r^ otitputs which cAn* be used ^s 
clues for poor component activity) , and' a set of guidelines ^ 
for diagnosing and correcting poor activity performance o^r"^ 
inefficient resource allocations. ' * 

The Balanced placement Formula plays a ^ole in two parts of 
the standards: it defines goals and priorities for ES output 
performance of placement and placement support S/prvices "^^ith 
limitations discussed belov;), and it can be used tb identify 
substandard performance. IThat is needed is the 3rjd part to 
assist in the diagnosis* and correction of substandard performance 
This part of the perforinance standards should consist of "a set , 
O-f. guj^dclines vv'hieia indicate conibinations of acti^ties or 
services, unit posts for such activities^ and key (quality 



factors modeled upon E5 organlsatirons having adequate o|: 
/""superior performaince. The guidelines should be supported' 
by feasible methods for analysing the cpmbination, cost/Snd 
quality in. EiS opeJ^^ions having substandard output performance. 
The results of sirch analy«j-<i, in, combination, with the guide^ 
lines, will permit State and local BS *inajiageii}ent to plan 
Changes in ES operations designed to. improve output perfo^.aance. 
The three components of performance standards are discussed in 
turn below: 

A. Output Goals 

Output g<>als can be derived from the Balanced Placement 
\ Formula (BPF) , the ES performance-based budgeting tool; 
The BPF: has logically sreparate components (exclusive of 
final budget computation ht 

a. Goal measures: . * * 

• - placement Service. Performance in relation 

to plan 

- Placement Services Productivity 

- Types of Individuals Placed 

- Types -Of Jobs ^ 

- Employer Services 

y 

- Employment Assistance ^-"^ 

The BPF specifies what elements of ES perfopaance will be 

measured, and how these elements will be measured. 

- ,* <f 

G> ■ ■ , , 

b- Policy Variables: 

Weights for individual items Telated to "quality" 
of service, such as the tarjget groups placed 

- Percentage for budget allocati<3n ^ ^ » 

* Performauice standards {national average for 
each performance measure) 

The p<!»licy weights and budget percentages establish the 
national priorities for ES output performance. 

In its current form, the BPF can be a" management tool to " v 
be used for the purposes of diagnosis and planning by all 
levels 6f ES management; 
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- Federal management - to identify States with low. 
performance in relation to other States. 

1 ' - * . • 

^- By State management^- to evaluate the State's ^ 

performance as a v/hcjle and with respect to each 

performance measure and to evaluate and to ^ 

i|tentify low-perforMng local offices. 

' , ' ' / ■ - ' 

- B^^rea/district ^[ianagement - to identify Ipcail 
ofi^fices or areas with low per'formance . 

Causes for Poe^r Component Activity ^ \ • ' 

The curreni: version of the BPF can be applied at' the labo;r 
area or loCal office" level tor performance diagnosis ,t© 
provide ia clue to poor component activity. This is 'the 
crucial f^nal step in use of the BPF as a management tool ^ V 
because services are delivered here, at the local levpl,. 
not the State l^vel. The causes of substandard performance 
ban only be corrected here at Jthe local level. However, 
the current BPF has an important limitation because it 
does not a&count for.loca^l ar^ labor market^-and labor 
force conditions beyond the control of the ES which iftay 
have a significant effect on (a) achievable output per- 
formance/levels, lb) the optimum mixof activities and 
^ervices^ and (d) unit costs. 

Therefore, local ar'e^a performance standards must be developed 
fo^ types or classes of offices that may reasonably he 
heiieved to have simil^ar conditions. Fot each such class, 
goals for eac^ of the output performance measures can be 
established . Whether the igoals should be the average 
performance of the class br indicators of superior;, per- 
formince of the class must yet be decided. To establish 
an overall goal for^ a State and State performance in 
relation ^to goal (needed primarily if not solely for 
national ^budgeting purposes) requires a procedure for 
integrating the goals foi^ each class within the State 
through a weighted summation process. r 

Guidelines for Analyzing Input Activities 

r : i - 

The guidelines for diagnosing and correcting poor component 
activity {the 3rd part of the standards) are described in 
detail in this >landbook ^ee Chapters IV, V and VI). 

Methods, including forms and an&lysis sheets, are provided 
Is'ee Chapter VIII) to carry out measurements of actual activity 
tinit cost and to rate the quality of each component activity. 

/ 9 ■ ' , . 
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The guidelines assist in analyzing coinpohent ^activiti&s* at 
the local level. This analysis provides the answers ES 
officials must have to plan phanges that vill *iniprov^ « 
aiztivilties^- The analysis will tell them; ^ 

\, Mhich activities are per^o^rmed beloiir standardF 
of • adeqifate quality'. ' * , ^ * 

2f Which activities are costing (in terms of work 
time) more than, standard productivity rating. 



3. How the utilization of resumes in the of f ice 

compares to offices of the sajne, ^tjfS^'3^t>J? achieve 
high scbres as measured by^JfcIife'^%^^E;^ 

%lti the next section-/ State uses at several adS^lstrative 
levels are described in more detail^ ^ ^ - 
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' Chapter II . 

USE 6f the ^performance standards- handbook 



fflio udes it, vrhYf jfhen'and whgre? 
A, State Administrator 

Area/District Manager ^ ^ 

C. Local Manager^ 

For purpose of diagnosis/planning > * 
A, State Admi!niatra*tor , * 

~ ' ^ . , / ^ ^ X ^ ^ 

state Admlnist*tator'hias responsibility for and (^t Idast 
soioe) control o^et'r performance and Ind^i'ed should atteinpt 
to manage his peribjnnapjce to maximize hi^ finding allbca- 
\ t±on^ given thfe p'olicy variables, 

1. ■ Evaluate 'the, BPF for t|ie State to ascertain the 

laeasure (s) on whVch the State jfalls below ^the standard. 



2. 



Evaluate -the performance of each type of liocal offi^e^ 
doncentrating on t]ie measure (s) "*on which the^StSte .is* 
below the gt^da^<3. j , 5' ■ 



3, Identify specific local Q^fic^s l^alling below the -standard, 

^^^^ ^ ^ - ^ ■ _ . 

,4. Direct district/area- managers to cohduct detailed ^ ' 
assessment of performance , costs, efficiency and quality. 

B. Ai;^VDifitrict Manager . " ^ 

It Idenflfi^s Loca£ Offices via output j^erformance standards. 

2. Assists in onsite measurement of resources' utilization^ 

3^ Recommends improvement based on- detailed analysis using 
this: Handbook.. ^ * ^ 1 

' * F 

C» ' Local Manager , * 

Local Managers will use the Handtoo^-- in ^ two ways: Firi^t, as 
' "a diagnostic tool, after the State Administrator and Area/ 

District Manager- have identified this local office as falling - 
beTow the ^standard based' on the allocation formula. Second, 
/> as a planning tool, preferably biannually, io evaluate activity 
in the local office in relation to standards of quality and 
lof^cost. 

• 11 •■ 



■ ehap1:er III ' 

LtfCAL OFFICE TYPEg , , . 

V- ■ .... . 

This Chapter will discuss the reasons fo:c a\typology*s use'- . 
^fulness, an outline of Ivow a typology may be^determined/ ^"J*-^ ' 
how a local office may determine its own typa is using tR^ ^ 
Handbook. ■ " ,5^. ' " * ' 

JV* Why a Typing of Local Offices Is Meaninjgful 

One of the problj^s in the development 'aifd^^ use of perforinajice 
, standards is that gui<lelines approprl'^Q and effective in 
one locale may be unsuitable in others^ 



To the extent that LO's may be grouped <^ the basis, of 
charact'^rjLstics held in cojmnon, more Jrelevant standards 
can be^ developed. This, is ^he objective' of' making a \ 
typology of local- of fices ; to allow for standard-setting 
tliat is mpre closely tied to local labor; market conditions 
than standards based only on national av;erages. 



B. Current Status of Typology Research " - 

^Currently nQ valid typology for^ labor areas or -local offices 
can'be used. However, as the reseeurch to develop performance 
sta^idar^s is advanced the typology needed '^f or grouping" labor 
^reas and offices into types- will be created. Until that 
is done this Handbook can only be used as a self-artalysis 
tool in which the ultimate measurements ar'e compared to 
internal stdndazids that ^the State or local managers ,already 
apply. ^ • ^ , 

After the. standards have b^en established the* typdlogy tot 
each local offj.ca will be determined by a simple, cha^t* that 
will containjall SMSA-'^ and the type of labor areai for 
officfes outside of th6 -SMSA's a single type will apply. •The 
exact breakdown and the list itself will, of xro^urse* only 
be available after ^hat research has bean completed. The 
rea'der is referred to Volume 3 of the FiWl .Report of •the 
project for mor^ details about th§ research plan. 
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Chapter IV 
.PERPOEMANCE STANDARDS TOR BACH -ACTIVITY 



The activities to be described in this cl^c^pter will be applicable 
to local offices of allotypes. They will pertain to the 
individual activities'^ the basic building blocks of the se 7id*es 
.perf63;jned by th^ ES. ^ * - ^ 

In S^citxon A, each activity will b^ described in general terms ; 
'key f a&tors vref lecting the quality of^ per^ofmance of the 
tactivity wi,li be detailedjf tKfe quantitative laJnit of measure ^ 
for ^ch ^^actiyity will be lasted; the iservice percent formula, 
for each activity will be speciMed; and finally , other 
quantitative measures ,£or ^elec^d activities Vill be^defined. 

In Section B^, tablesT reflecting tlie' "Standards, or nuqmbera to; 
be used for Jror?parisor* wilj/^b^e presented. Currently^^ a.^ sample 
only o^ suctT tables is presente^;^, with Jthae actual ^tables to be 
described after the larger survey. Tables will be .dwa^izedr 
by ^type of Local Office or labor area, and contain, --fof^ each' 
activity, the following: percent of resou^ce,s (n^ipower) ; 
st^dard cost in minutes for producing one unl^^ an^ adequate 
. quality rating; standard service;j^^)ercerit; and s^tandard other ^ 
quantitative meae«t:es, Alf a[pplic5ible. - 

In the ne:^€ cliH)ter of the HandbooE, Chapter, V, detailed ptor- * 
cedures.wlll be presented for malcChg measuredi&nts in the local ;> 
office foif each actii^y and fpr d^temining the muq^er of Units 
produced 'and the cost for tKat :pr?c^ucxi^^ the cost^ pefir unit* 
TSs4^1 then be compared to the stan^isd. * V - ' 
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ACTIVITY ftl; Reception 




TO JIS 
^ To- Counseling 

To* Testing 




a) General Descrif^tion 



Other 

(U.I. wrong , JL Appljf^^ion 
Agency) ▼ taking 

/ ' * To , 
--^ Bef erral 
• Intervievfing 




^The functions of the Intake and Reception unit include 
reception^ orientation* and ntpnitoring of tne self appli* 
Cation and referral processes* The reception function 
requires vfhat each applicant receive service promptly, 
that applicant needs be accurately recognized, and that 
the appli'da^t be* directed tc^ the appropriate area or 
staff member* The receptionists must be able to interview 
callers rapidly aAd tactfully^ be adaptable f to. new 
operations and' be able tc^ relate well to ap^icants^ In 
addition, they must be percept4.ve and knowledgeable about 
jobs, office organization, resources ^nd objectives of 
the employment service, and.ha'v^ acknowledge' of community^ 
resource^^ While trainees, preprof e^sionals or clerical 
staff may be assigned to this complex operation, .they 
must be carefully selected and well trained* This train-* , 
in"^ should be provided, in a formal class room setting as 
well as "on-the-job, and consist of the same basic 
^ instruction providied me^nbers 6t the professional staff/'* 

b) Key Quality Factors ' / 

m Reception is locatei^ where traffic can be ea,si^ controlled. 

^* Receptidn area i,s welccihing and ^Jleasant. 

« Where the location of other areas is not pi(Vious, the recepjtlon 
area has clear signs with simple Words' indicating where to 
proceed to other sections' of the^ of fice^ 

• Reception area is supplied with ES pamphlets. 
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New applicants receive an orientation te«g., from person 
at reception, from flljn strips, etc.) which covers: 

- JIS ' ' / ^ 

- Job Search Llforary 

" Other- services provided by ES 

- Veteran's preference policy . \ ' 

- UI claims possibilities ^ 
Current labor market information ^1 

WAlt' times are^Tiot greater than minutes unless exceptional 

clrcumstanfces occixr. ^ ' 

« • 

' Applicants' who cannot be served immediately are informed 
of ^delays and are given a reasonable estDmate of wait time* 



© The reception desjc is attended at all times. 
© Receptionist 1 

- Welcomes tne applicant in a friendly way- 



r - Determines if the applicant has an appointment an^ if so 
. notifies the appropriate staff member. 

"Sight verifies self-application forms for completeness ^ 
and correctness. * . 

- Screens the applicant for need ^f special services or 
employabillty development. If job ready, JIS could be / 
suggested- 

- Insures, that waiting applicants are called on an equitable 
first in, fj^st served basis. 

Alerts interviewers to speciar situations and wrii:es 
notes for the Interviewer if necessary: ^ 

" Has a meth6d for locatd^ng the application car^s for pre- 
viously registered applicants whp know their SSN. 

Quantitative Unit 

r • 

• Npmber of individuals received. \ ' 

Service percent ^ ^ 

Total" Traffic , ^ 

Total unemployment in the Labor Area 
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ACTIVITY §2: Application Taking 



Reception 




Talcing^ 



To JIS 



HO 
Beferr^ 
interviei^r 



a) General Description ^ 

Application takers perform the following functions; 

Decide whether a full or. partial application should be 
taken. ^ - ' 

Assist applicants having difficulty with the self- 
application process,: 



Check the data enteijed by the applicant. 



Complete the form^ entering those items not filled out 
by the applicant, A ^ 

If a full application is being taken^ review the';applicant 
work history and other qualifications (as descriEiejd by 
the application card and as* elicited from the apfiflicant 
during the course of discussion) . Then determin^; 
one or more occupational titles and corresponding 'DOT codes, 
and enter these titles and codes on the application .card, 

H ^ 

Make an evaluation oX the applicant and the job steadiness 
of the applicant. _Then determine the next appropriate 
activity for the applicant (e-g- Job Referral Interviewing, 
Job Inforination, etc.) . . . I 



b) Key Quality Factors 



i 



Partial applications may be taken ont 

- New applicants who are referred to a job from the^ JIS. 

- Youths seeking only summer employmfent. J 

- Transients. 
Casual labor workers, ^rj 



Til- 



•Domestic daywork^rs* 

- Applicants referred to a\*joT) qpening on thed^r first 
visit to, a Ibijal office. 



ERLC 



Persons visiting the Local Of^ce only for testj^ilg^ on 
a Specif ic, Aptitude Test, Battery . ^ 

-/Applicants *on temporary layoff w£th apparent job 
attachment. 

• Complete applications are taken on: « . , ' 

- Veterans, 

- Disadvantaged. 

T Handicapped, ^ : " 

7 Applicants, who" need additional services but canpot be 
served the same- day. 

- Applicants' ^ith skills usually in demand for which 
jthere are no curlrent openings. 

• The self-application method is used when tTie applicant* 
\s capable. ; / 

Visual aids are used to instruct applicants^ on completing 
idle forius. (These should preferably be large, waXfl- 
mounted copies and/or examples of filled out forms 
giv^n to applicants at intake.) 5 

* m Facilities are available fo;: the selfTapplication process 
(convenient desks^^good light, p^r^s, etc.). 

• Systematic review, at least on a* sample basis, is 
conducted on both full and partial applications ,to Injure 
maintenance of adequate guality. , ' ^ ^ 

c) Quantitative Unit 

, \ • Number of applications (partial an'd ^omplete) . 

d) Service Percent - ^ « ^ ' ^ 

" ( . 

Hew Applicants + Renewals ^ 
. Total Traffic- ' i ^ 



/ 



e) Qiiantitative Measures 

* " ^ew Applicants + Renewals 

Total Unemployment in the Labor Area 

' ' 18 
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ACTIVITY #3: Referral,^ Interviewing 



Heceptlon 



Via Walk-In/Call W5^1e 
Search 

Application Taking 



Keferral 
Interviewing 



db ^ Refc 



Job 
Development 



a) General Desciription 



Referral 

HO ^'^'^"^ 
Action 



Employer 
Counseling 

Testing 
JIS 

* Potential Job, 

Trainin , Supportive 
Service 



Referral interviewing includes interviewing an applicant 
for referral to a job, a training opportiad-ty, or;^ 
supp^rtivfe service ; referring the appiican'^. to a job^ 
opening, or if no opportunity exists (no appropriate 
open orders)., performing job development* The interviewer 
analyz^8 the applicant's work experience, training , 
interests, an*d requirements? ^d-searchei^ opefn order lists 
to find a suitable open order. The interviewer also does 
job modification to try to fit job applicant, oij appli- 
cant to job- - \ 

In non-Job Bank are^s, the interviewer checks the referral 
status either by adbe^sing th^ original order or by 
contacting the person or unit holding the order. 

. In Jbb Bank ai^eas the interviewer callS referral control 
and determines if the order is still open. 

Oqoe it has been established that the job (training or\ 
service) is. available and' all requirements of the order \ 
^ hav^ been met, the, employer jnay be cailled and, if the ord^r, 
is valid, an interview is arranged. The applicant is \ 
prOT^ided witi^ a referral card snowing the ^plpyer's 
liame, address, plione number and person to contact, and 
is sent to the employer- 

Key Quality Factors ' t ' 

• * Job Orders andyNi^r microfiche readers or other displays 

are e^sy to. read and are easily accessible. 

^ ■* 

• When no 'ap^ipopriate job openings are found for job-ready 
applicants, especially veterans, job modification and 
job development is attempted with/for the applicant. . 



The referred applicant is prepared by the referral inter- 
viewer for subsequent employer interview by advising him/her 
thG arrangements made wit^ the employer, discussing the 



of 



applicants course of action. 

y ■ 19 
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• Applicants are given a refferr^l slip as introduction to 
the employer. ; - ^ , 

• II th6 joti order vindicates ^'call first" ^ the referral 
^ interviewer checks with the employer before referring 

'the applicant selected/ to make sure the job is still 
open ^d that requirements have not changed. 

• Important changes are reported immediately. * 

e The referral interviewer encouraged the applicant to 



n 



telephone him/her if there are any problems or questions. 

• A referral interview takes place in ai> area which is 
well-lit^ free of noise, and has desks* well-spaced 

(or partitioned) . ' ,r ^ i 

e Interviewei^s^ when relevant^ inform the applicant o£ 
the possibility of UI benefits., ^ 

• Applicants report satisfaction with the -refelxal inter-- 
Viewer process * in co^^leting survey questions. At 
least' % the applicants, surveyed are satisfied. 



Wh^n part of a Job B^kt 
i 

• The following materials are used in interviewing: 



- Lists o^ open orderfe 
^ Lists of new orders* 



- Indexes of open ordfers 

- Indexes of faew orders 

- Lists of clearance 



ERLC 



Interviewer re-calls referral control if applicant changes 
n(ind after referral^ is cleared by Deferral control. 

On ^c alls to referral control^ established pro6fdures and 
fixed dialogue alfe used to speed up the process. 

* The period of dialogue, should ^average np more th^n 30 
seconds per referral. 

Each referral interviewer receives referral results daily 
for ,the purpose of- self-monitoring. 

The referral inte^rviewer supervispr also receives the 
referral results to effectivelV monitor operations. 

Referral cards^ are sent to data processing .at the end 
of day. ^ 

20 
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k ' Job Bank 'listings arrive 6n time*. ^ , 

• 1 Job Bank order list per interviewer, 

• * At least 90% of job openings filled fxoro using t lie 

open ^order Job B&nk displays. 

Quantitative, Units 

• Number 6f applicants interviewed. 
Service Percent 

Referral Int^xvffewsi ^ / * 

Total Traffic' " - 

Quantitative Measures . * 

Individuals Referred * 
New/Apps + Renewals 

(SVC. t9 Indiv. . . .YTD) ^ * 

¥ 

Number of Referrals * ■ . 
Total Ntcnber of Job Placements 



V. 
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ACTIVITY 04: Job Development 



^ob Oevelbpment 
Referral Interviewing 



Oounselini 




Job 






Development 






1 



Referral 

a) General Description control 



Potential Job^ 
Training 



,Tbe process of developing a job or training opportunity 
for an individual applicant, when no stiitable 'open qrder 
* had been found for ^at applicant. i , V" 

b) Key Quality. Factors ' 

• ' ^' ' \ ' 

The staff has received training in job development techniques. 

9 All interviewers use employer information such as: 

- Job search information in the JIS 

- Order files {both open and closed orders) 

- Record of ^ployer (Contacts* 

- Work history section of application cards 

^ \ - Newspaper advertisements ^ , ' 

\ ^ Trade anS professional periodicals . ■ ^ ^ 

Specialized directories* as well as telephone ' 

- Job opportunity studies 

- Area skill studies 

• Each job developmei%t contact is carefully noted on a Record 
of Employer Contacts Form and on the Application card. 

• ■ JO?? development is used after available openings are 

reviewed with the applicant. 

c) Quantitative iMit * 
% Number of job development attempts. 

d) Service Percent ' * ■ * 



Job Developnient Attempts 
Referral Interviews 



*These information sources are of pr^e importance* 

-^16" ^ 
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* • Ouantrtative Measures 

* Wew Applicants + Keneur^V. 



job Develo pment conf^ o^-^ 
i'laceiuenua as a result of 



Job Development 



r' 
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ACTIVITY S5: Job Infonuatlon Service (JIS ) 
Reception 




— — r-^ Job Market * 

Applicants ^ '?T^3 ■ 

^«eferral ''^^ ► Application Taking - 

^ Referral Intervifewing - . ^ 

T * - ^ 

Labor Market Information (MI) 



a) ^ <3ejieral Description * ' , ^ * ' . 

' The Job Infqrmation Service (JIS) is that part of a Job Information 
D^iVery System (JIDS)^ that provides computerized listings 
of'^all jobs available through'the Employment Service, arid is 

-designed for use pn a s«lf|-service basis by jd^eekers. 

b) ' Key Quality .Factors 

• Job Bank Listings of open orders are current and, sequenced in 
several ways. At least one listing is' available., The 
following are some recpjnmended sequences). ' 

- Alpha by occupational title" 

^ Alpha by location ^ 

- Alpha by occupational title and salary 

• Listings are easy to read and without abbreviation. ' 

• In addition to listings of available openings^ ^there are 
materials -^jont^ining . j6b search leads. 

^ • There are enough displays so that applicemts have little or 
n6 waiting time. ^ , ^ 

"schools and community agencies arej encouraged to arrailge for 
receipt of job listings for usfe at their own facilities. 
They are aXso encouraged to brin^ students and clients for 
visits to the JIS facility at th6 Loc^^l office. 

« JIS monitors are trained to ascertain whether or not 

applicants requesting referrals 'to openings a^e qualified 
for the openings. ^ - , ■ ^ 

• There is' an ajttempt to direct a^licants who have had 
multiple referrals from the JIS without placement tt> .a 
referral interviewed. 
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c) 



• The physical layout is pleasant and convenient: 

.Accessible 

- Place to si't down ^ ^ q 

Read Snd write 
^ Well lighted 

• Applicant is satisfied with JIS facility^ 
■ - Would return to use.^ ^ 

Found material wanted, 
® Staff is available to answer questions* 
Quantitative Unit 

• l^ofc-relevant for this activity. 

Service Percent, * 

Referral Interviews from JIS 
Referral Interviews 
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ACTIVITY §6: Referral Control 



Jcfb Order faking 

Job Development | 



1 



Ccsntrol 



Clearance 



Referral 
Inberviewlhg. 

Coaiseling 



a) General Description ' ^ ^ ' . 

,It is the process of managing the niunber of referrals made by 
keeping accurate records" and accurate counts of referrals. 
In^Job ^nJcs, referral control staff records important changes 
on the contjjol dopument. ^ ^ 

b) , Key Quality Factors * , 

In Job Bank Areas ■ ^ ' . ' 

• The superviJipor peripdically evaluates postings for legibility 
and accuracy. ' > 

V " 

• When orders are in referred status, "one^over" referrals are 
made for veteranst 

m If more than 100 referral^ are approved pe^ day, then more 
thari one individual works on referral control, and each is 
responsible for- '(different sections of open orders* 

• When referral control staff speaks on the telephone with 
referral interviewers, established procedures and fixed 
dialogue are used* 

^ ^ ; , / . ^ ■ ^ ^ . " , ^ ^^ 

-/^ite period ;of dialogue is no more than 30 seconds per 



referral. 



Forms are used :^o control chaiiges to job order status. 

The number of telephone lines is sufficient to handle peak 
hour- calls to referral control without causing more than 
one Out 6f ten calls to encounter a busy signal; 

* 

Key' changes, U'.e,, w^ges, job address, etc^ )' arq- recorded 
promptly by referral control and interviewers who request 
referrals on these fehanged orders are informed of the new 
data. ' 
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• Control procedures exist for ^documents sent to data 
processli^jt^and received from data {processing. 

• Periodic audits of interviewer^ numbers^ (st;atiori-desk) 
are made for referrals and comparispn is made^lsetween the 
station and desk of the interviewer making tne referral 

- and tl^t/on the ES Applicant Referral form filled 6ut bi 
the interviewer,. I ' ^ J; J|^^ 

iHr^ non- Jo^ Bank Areas; ^ ^ " 



When a referral is made ^ the ^referral is posted to the 
original order (or the order-hol4ing person is^ called 
to post the referral). ' . > 



Quantitative Unit 



/ 



• Number of requests for f^ferrals from Interviewers and 
counselors. 



Seryicd' Percent 

Job Referrals 
Referral Requests 



fr 



ACTIVITY #7: 7 Referral Result Verification/Order Validatiop 

Elef erraj^s , Ordfers 




Referral 
Result 
verification/ 
Qrdet 
v;alidation 



Jteferral 
Ele suits 



der Status 
Chahges 



General Description ' ' 

Verification/validation includes both telephone verification 
of referral results (except those for which resjalts have 
ireen received with the .referral or by *'inai'ler" procedures) 
and telephone validation of the statu^of aged orders. 
The verified referral' results and the changes in the status 
of aged orders are* entered on appropriately coded form^ and 
, ; ^ passed on to ADP to enable maiutenance of accurate status 
information Qn^ each job order. 

b) ^ey Quality Factors * 

• The percentage of unverified referrals is less than^^ %. - 

' m P^sons doing Verification have complete records of th^ ' 

employer's job orders and associated referral transactions, 
V Telephone nu^ers are readily^ available. 

• Persons doing verification have knowledge of local office 
^^unctions (for answering questions the employer may have)- 

• Referral verification by telephone takes place within J24 hours 
of the date of ap£)ointment (except where specifically scheduled 

' otherwise to fit the hiring practices or procedure^ of 
individual employers). r 

' • Referrals on mandatory listing orders are verified s/i;^^ 
24 hours. 



Referral veri^ic^ition by mail is used, forms are returned 
within 72 hours. 

• ■ ■ ■ ( 

verification staff contact eS employer representatives and 
inform them of significant information concerning contacted 
Loyers, 1 ' 

~ -22- 
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C) 



d) 



• Employers are contacted weekly regarding ™ 

- Aged orders 

- Orders other than in open status . ' * 

- Orders containing unverified referrals 

• Vefification and validation calls to each employer are 
cooriiinated to minimize the number of calls tp the employer. 

• Procedures are in effect and followed for the dissemination 
of referral results ^ order changed and order status changes 
from those obtaining such information to those responsible 
tot the affected order or applicant. 

When part of Job Bank s ^ ' 

» Ref<irral v^ification is performed by staff specifically 
trained and assighed to ithis task. Referral interviewers 
anS counselors verify tl^ results of referrals only in 
exceptional cases. 

• At the time orders enter into referred .status , employers 

are contacted to .determine if they will acfeept more referrals. 

Quantitative Unit ^ 

• Number of results verified and/orders yali^ated. . 

Service Percent ' / ^ 

Verified Percent . ^ 

+ Validated Orders 
Openings Received 



29 
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ACTIVITY #8: Counseling 



Reception' 
(Appointment Only) 

^a) General Description* 



Counseling 



Referral Control (Job 
Bank only) ' 



Job D^elopnient 
^ ► Testing 

^ — ■ !► Ref erraj inter ewing 

^ Potential Job xTaining cr 

Supportive Seirvioes 



Vocational counseling services are given to an applicant 
when the applicant has a problem that i;iter£eres with 
placement^ training, or supportive service activity. 

Vocational counseling includes all time spent on the following 
'tasks: 

* J 

Counseling individuals (including job modification and 
job development). 

Recording interviews. ' 

Reviewing and analyzing information on counseling cases» 
Interpreting test results* ^ 

Arranging for and referring to supportive services that 
,,:^re necessary to assure implementation of the employabil'ity 
development plan. 

Using follow-up inquiries determine, the progress made 



by counselees >in achieving their ^planned objectives, 
b) Key Quality Factors 

• An applicant requiring several sessions is assigned as case- 
load to an individual counselor. 

• When counselors send the applicant to testing they; 

- ?!nform the applicant o'^^the reasons for testing*. 

- Give and explain appropriate booklets to the applicants. 
(;*Doing Your Best On Aptitude Tfests", etc.) ^ 

y 

m If it is determined during a counseling, session that an 
\applicant is job-ready, the applicant receives referral 
\i.nterviewing on the same day. ^ 

1 ^ 

• Counselors have a background in education and/or ps^hology^ 
ari^ have at least the State's minimum required on-the-job 
training. 

-24- 
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• The ^counselor does the fbllowing for *the applicantr 

- Develops a statement of the applicant's problem* 

- Analyzes the applicant ',5 record* 

- Us^s diagnostic instruments such as aptitude tests^ 
interest inventories, and "worker trait aptitudes"* 

- Evaluates ^nd determines the various possible course-of- 
action cqptionS* - ' ' 

^- Develops a plan of action* ^ * 

• The counselor has knowledge 6f the following: 

- Intra-agency and inter-agency resources and how to apply 
them to serve the applicant* 

- General labor market conditions* 

- Spe6ifics^f local training opportunities* 

• A coun^^eling file separate from the regular application 
file is set up for every applicant who has been counseled* 

• Counselors are encouraged, to belong to professional organizations 
and read, professional publications* ^ 

• Individual counseling takes place in a closed room (or at least 
in an area with visual blocking for privacy] between one # 
counselor and one counselee* * 

• Counselors keep information files 'with up-to-date pamphlets 
to give to af»plicants* * - * * 

* 

Counseling schedules are maintained so that applicants have 
\little or no wait* The counseling schedules allow for 
non-scheduled interviews* 

' • The applicant fee^s ^at the counse^.or has helped him in his 
search for a job pr training* 

/ 

c) Quantitative Unit ^ 

• Number of applicants counseled* 

d) Service Percent 

. Individuals CoUns.eled " . ' 

New Applicants + Jienewals 



e) Quantitative Measures 

r^u 



Total No* of CounffeLinq Interviews 
Total Nb* of Individuals Counseled 
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, ACTIVITY ft9: TejSting 



Reception 
( Appointment- 
Only) 




Counselling 



Referral Interviewing 
(On available space dnd 
test performed basis) 
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a) General t)escription ^^ ' 

- ^Testing includes all time, spent in scheduling/ administering, 
monitoring, and scoring tests or work sample exercises, 
preparing reports of test results or \uiit activity, and 
maintaining related files. Also includes time spent advising 
ES staff as well as employers on tests, testing techniques 
and related matters. 

b) Key\Qu^lity Factors 

• When' applicable/ a sign is posted in test areas indicating 
that testing is in progress* 

• Room is reserved for testing, with siapa^te space for desk 
tests and for typing tests/ 

• Testing areas are free from noise ICrio Jielephones) and, traffic. 

• Testing areas are well- lighted and Sii^l-ventilated. 

• Testers receive training" for tests they have responsibility 
for administering. 

• Test booklets are inspected prior to- each testing session* 

^ • Test materials and manuals^, for th^ir administration are kept 
up-^to-^ate, test booklets are clean, typewriters andibther 
testing equipment'and accessories are in good condition* 

Test and instructional materials 'such as test forms, test 
booklets, '^nd scoring keys are stored in a locked roon, file, 
or cabiiiet. 

Crests are administered ii\ lang^uages other than English if- ^ 
applicable* • i K 

• At least dnnually, an inventory of restricted test material 
is, taken; 



*Time Distribution System - Code (513 
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Up-to-date research reports on the development of specific 
tests (how developed/sample population/sjrocedures)^ are 
available to staff and to employers on request* ( Equal 
Employment Opportunity Commission, Office of Federal 
Contract Compliance) 

The test administrator explains the purpose of the tes: to 
the applicants. 



-No test is cancelled once applicant arrives* 

SATB tests are given to the applicant in time for the , * 
jjesults to be used in selection for -the job for which he 
was tested. 



Test-a(3ministrators provide individual attention and 
continuous proctoring during testing sessions / and time 
limit? are observed. 

© Instructions are read verbatim' (including apparatus tests). 

« Test administrators give general aid to the applicants in 
practice sessions, walking around the room to check practice 
qi^estibns. (Particularly essential in NATS and BOLT testing.) 

9 A proper maximum ratio of test administrator to examinees is 
maintaijied: 

* / ■ 

- 1 test administrator to 10 examinees for BOLT and GATB 
paper and peticil tests. 

. 

1 test- ac3ministrator to 6 examinees for NATB tests. 

- 1 test administrator to 5 examinees for apparatus tests. 

• Scoring, conversion of tests^ and recording of results are 
done twice, preferab£y by two individuals. V 

• Test papers are retained for at least' 1 year for applicants 
who are 40 or more but less than 65 years of age. (Federal, 
reg^ulation) ^ , 

• Test record cards * containing test results and date (3) of 
test(s) for an app'licant are retainfed fox 3 years. (National 

^ office policy) ' 



c) Quantitative Unit 

• Number of applicants .tested. 

d) Service Percent 

r 

Individuals Tested 
. ' Total Traffic 



0 
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e) Quantitative Measures \ 

Individuals Tested 

Mev; Applicants^ Renewals 

(SVC. to Indiv. ..YTD) ^ ^ 

Individuals Tested on GATE 
Individuals Counseled 
(SVC. to Indiv...YTD) 

individuals Tested on SATB 
Individuals Referred 
(SVC. to Indiv.'. . .YTI>J 
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Pilef Search and Call-in 

Ctevr or Active Appl^cantd 

With No Recent 
Service ^ 



Revised 
Jot) Qpders 



Elle Search 



4 



Call-In 

.Referral 
Interviews 



Subsequent 
Applicant 
Interviews 



a) General De^ription 



b) 



r 



Pile search consists of either locating those applicants who 
may be qualifi-ed for referral .to openings newly listed (or ' 
revised) With the Employment Service or else locating those 
applicants^ in the atftrye file for whom no recent service has 
been performed, in both cases, the applicant cards are 
reviewed to determine i^ork experience^ training, interests, 
and needsl ^ ^ 

Key Quality Factors 

• The file of active registration cards i^ reviewed at 
lea^t once each month; the cards for ir^activa" applications 
are remoyed. / 

• File search on behalf of new or revised openings « 

- Vet&rans applications are Searched first. 

- Telephone is used to contact the applicants 

* If aE*plicant cannot "blL^eached at the first telephone 

number, the caller at^pnpts to obtain an alternate 
- phone number (s) where/;^the' applicant can be reached, 
and then follows thrd^h atid calls the dther number^ 



If the applicant cannot be reached by^ telephon^e, an 
attempt is m^de to reach* him through the miail* 

If telegram or mail is used to contact the applicant, 
a form letter is sent stressing that the applicant is 
being considered for referral to a specific job and" 
should promptly contact th^ local office. 

Direct telephone referrals are made, when applicable, 
as a policy of the office.- Multi-^referrals are made 
for professional, service, and industrial openings. 
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/ " Call-in contacts are made' after business hours when the 
applicant cannot be reached during the day'.^ 

• File seai^ch on behalf of Applicants who^have not received 
service- 

^^ach interviewer is responsible for a portion of the 
^active file, 

^ The file i^s searched at least twice monthly. 

- Those ''applicants who have not received service during 
the previous 30 days are mailed a^ form letter requesting 
an update of their employment status andybr interests. ^ 

} 

- Those applicants who do not respond within 3 days of 
such mailings are contacted by telephone. ^ 

• The applicant* 5 response or lacK* of response is posted on 
the application card or Referral record. 

• File search and call-in activities are coordinated and 
scheduled so that application cards are absent from the 
file for as brief a period as possible. 

c) Quantitative Unit 

• Number of telephone calls made (call-in\ attempts) ^ 
plus number of ^ letters sent 

pluis number of telegrams sent 

d) Service Percent 

Call-In Attempts ^_ ^ 

No. of Individuals in Active File ■ j ' . • ^ 
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ACTIVirPY Sll: .Order Taking 




Interviewer 
Clearance. * 
•esb/err 



Job brder Forms to 

ADP (Job 3ank onl^) 
File jSearch 

— ►-Index-TRef . Ctl. (Job Bank only) 



a) General 'Description 

Employer -Job Orders are recorded on standard forms by the" 
order. taker. Most job orders will be received J^y telephone 
and the inform^ion required for a complete and accurate 
description of the opening will be obtained by the order 
taker during a brief telephone interchange with the employer. 
(In some cases employers will keep blank job order forms and 
mail completed^ copies when' they wish to «ee applicants.) 
Other employersNmay' visit the Employ^nent Service Local Office 
and describe theii; needs directly to the order taker. A 
complete r legible, and accurate description of each job 
order is the objective of this activity. *^ 

b) ^ Key Quality Factors 

• Job orders truXy reflect employers* occupational needs 
and requirements with full information on job description, 
compensation ^ hours , etc . * ^ 



» 4 



Job orders are legible, detailed (free-flow area), accurate, 
and complete. 

Order takers have knowledge of Local Office functions. 
(For ahswering questions the employer may have.) 

Master arders or equivalent (Employer Order History Book 
and Employer Order History Index by Occupation) are 
readily available and current. 

Phone numbers for orcier taking are readily available 
and employers have, no trouble completing calls. 



There are written guidelines for order taking, 
for using the free-flow area.) 



(Especially 



/ 



There a w^:itten and well-undcrJ^od' procedure for 
dealing with job orders that contain discriminatory or 
unnecessary qualifications^ and job order takers advise 
employers of the minimum wage, EEOC reqii^rements, and 
prevailing salary ifevels for openings tney seek to fill. 
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• The person taking the order is trained to; 

- lead the employer through the job order form, so 
transcription from rough notes to the finished form 
is usually unnecessary. ^ 

- pass on significant information, requests p and 
complaints from employers to the employer representative. 

-* advise employers ^f unrealistic or unreasonable job 
requirements they may have specified. 

- inquire if employers may be willing to accept trainees 
for em opening. 

® Control procedures exist to prevent loss of orders'. 

m Order taking is not performed by those performing referral 
interviewing. (inapplicable for some very smallfLO'si. 

When part of a Job Bank^ . 

• Orders are submitted to data processing by close of 
business each day. - 

• Review the job order in Job Bank for errors When it 
first appears. 

Quantitative Unit 

• Number of "regular" job orders. : 

• Number of "short-order form" job orders taken (e.g., 
domesticMay work or casual labor job orders). 

Service Percent 

Openings Received 

Total Employment in the Labor Area 
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ACTIVITY «12: Employer Services 




Employer 




Services 





Job teder Talcing 



a) ^ General Description 

Employer services and employer relations develop and maintain 
contacts with employers, employer organizatlqns and unions. 
Personal, telephone, or mail contacts are used to develop job 
opportunities for all applicant groups or to promote accept-.^ \ 
ance of or par^icipatioh il) special manpov;er programs. 
C^vassing of employers for job ordets is performed. 

JSi^ployer technical services provides advice or .assistance 
td the employer, community and other government agencie^ 
ii^ the identification, alleviation, or, resolution of manpower 
problems in work force selection, development, utilization, 
and, s^abilizatibn. Employer services also* provides a^sistaoice 
on hiring policies; job specifications and related material^j^^ 
job apalyses, job restructuring and upgrading studies; ^ Wi 
identification training and testing needs; l^J^ot jnarlce^^' ^ 
, information; and, interpretation of manpower technical ^ 
services. Employers in the area are aware of their repre- 
sentative for contact purposes. 

b) Key Quality Factors ^ - ' 

• Employer representatives are assigned specifii^ employers'. 

• Employer visit information is written up immediately after 
the visit in complete detail and made available for debriefing 
sessions without delay. ^ ' 

• Emplpyer representatives brief supervisors on current 
requirements and problems found on visits to employers i and 
share employer information with job order takers and result 
verification staff members. Other staff, such as interviewerjSj 
are informed via debriefing session^ after visits, issuance 

of weekly staff bulletins, maintenance q£ bulletin boards, 
etc. throughout the area covered. 

• A current overall plan of action exists for the emplbyer 
contact program which defines the approach and techniques 
to be used and numbers of employers to be reached, r 

, ■ . , ^39 ■ ■ ■ ■ 



• Far each sizable employer, there is an individualized file 
with adequate^ information and a plan based on resour'^s 
available to this facility, needs of the pairticular employer, 
etc. ^ 

• A x;omprehensive dn& current tickler file for scheduling 
visits exists, afld employers are contacted regularly. 
Visits are sch^uleH so that there is adequate lead-tijnta 
between the scheduling of one visit dnd the*actual vjrsit 
date itself. 

9 Illegal, discriminatory or problem-causing employer " practices 
and special needs of employers are ifientif led. 

9 Steps are taken to insure thdt all covered Federal 
contractors regularly list all op^ening^ with the ES. 

'■ * _ 

«r Where ijob Bank exists reports ^such*^s the following axe 
. used: - ^ ' 

" Closed Order Sumjnary ' * ^ 
Order yeri'tication ^ - : , 

- Applicant Hiring Patterns 

^ Applicant Characteristics and Referral Results Analysis 

- Employer Order History Book . - % 
Employer Order History Index by Occupation 

• Current comprehensive employer information is .available- 
(This includes jnaster files for active and inactive employers 
indexed by employer ^ame.) ^ * . 

• A program to ^nvass employers for ;}ob openings is curren^tly 
and actively p^t of the^oyerall progratn.^ ^ ' 

- - *^ * / y : . ' / 

• Employer representatives prepare for each employer visit by 
reading the kftployer'jS fi^le, consulting appropriate Job Bank 
reports, etc. . \ 

• Referral interviewers and order takers have access to and 
use CTiployer representatives' employer files. 

• During the past yeaa?, new. steps have been taken, -or 
innovative approaches introduced to attraat new accounts 
or to get current users to submit additional ;}ob orders' 
that cover a fuller rang^ of thg* occupations in" which 
they provide employment. * * 

• Current publications and economic data* are available *t:o' .the 
employer representatives for research to aid'theit employer 
contact efforts^^ 
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' • Employers receive printed materials from ES indlcatii^g 

whafc infbrmatlon they need to list openings. y ^ 

« Einploy^rs contact tlheir employer represen^tives with 
relative ease. ; . 

The employer represehtativS who regularlyvcontacts an ' 
eanployer helps to resolve employment problems ^r probj 3nfi, 
the employer may have with the^ES and also helps to 
improve the services provided the employer by the ES. 

• Employer representatives emphasize iiii their visits to 
employers the priority programs of interviewers. r 

c) Quantita^tive unit ' 

Number of eaiiploy^^s Contacted (problem + regular) 

d) Service Percent , . 

ESR Problem Contacts, , ^ 

ESR Problem + Regular Go'ntacts 
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ACTIVITY #13; CtMnmunity Services 



0 






C<jinmunity * 


4 ■ — 


Services 

* 



r " ■ ■ * ■ . 

a) General Description 

CQmmunity services include the following component 
activities; ^ " , 

- 'stimulating community actions toward solving manpower 

problems which hinder maximum development and use of 
human resources. 

- Assisting in industrial and economic development of^ 
communities^ ' 

-* Establishing a continuing and developmental working 
^ ^ relationship with community action groups,, Job Corps, 

educational ins,titutions, vocational rehabilitation, 
and Other community agencies or groups. 

- Presenting information /^or proposing manpower actions 

to employer i union, educational or governmental bodies, ^ 
or other groups (including time devoted Ito developing 
manpower training proposals)* 

- ' Participating in local civic functions, organizations, 

and clubs to promote ^e policies and objectives of 
the Employment Service within the' community ^ 

- Disseminati;ig of labor and economic information by radio, 
television, mail, or in person bo individuals or grbups 
within a commun^y on matters regarding the Employment 
Service. ^ 

b) Key Quality Factors ^ 
V Regular radio and television announcements and bulletins^ 

• Regular n&wspaper -advertisements. 

• Labor apd economic- information mailings^ 

• Personal presentations to groups^ of ES programs and 
labor and economic information^ iglff 

- • ES representation on the local Manpower Council. 

• - Trainfngjgovernment, social agency an^a community agency 

personnel in ES programs and operations. 

• Receiving and accepting speaking requests from the communityj 
and holding meirtbership in community organizations. * ' 
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• A working relationship exists with local upions. 

« A ^le of pt^ic relations material useful in answering 
coimnunlty questions about the Employn^nt Service is 
maintained current. 

Quantitative Unit 

Not relevant for this activity* ^ 
Service Percent 

Not relevant for this activity. 
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B. Input Standards fpr Component Activities of the 
Placement Process ' - 

The table on the following page is an exainple of how input 
standards for a certain type of area will be displayed. 
After the larger Survey, a table such as this will be 
developed for each type of area. ' ^ 
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IHPUT STRMDAHDS FOR CQMPONEMT ACTIVITIES OF THE PLftCEMgNT PROCESS 
~* ^ ' ' * * 

rypE** Standardfs 

Table ExajTple of Quantitatlvo. Input Standards ' 

^ : * * ^ ■ . . / 







unit Costs 
Minutes jrer 


He source Use 
Percant of - 


< 

Service 


Quantitative * , 
Measures of ■ 


Activity 




Unit Oitality < 


Tobal Resource 


Porceftts 


C.ompcnaftt Activity 








4.5 


5*0 




RE Her:9ption . 


Ranoe* 


1*0 


0.5 


1.0 






Aviicaqe ' 


11*5 


0,2 


44 


. 

yiw 0.025 


XT^ ftpplicaticJi Taking 




1*5 


1.0 


10 


, ] '^^Q _ 




Avairacjo 


36.3 


2.1 


42.5 


\ 2_ 


CO Counsel linci 






1.5 


10 


• 0.5 . * 






12.x 


2^5 


7.0 


0.007/0.15 /0.050 


TE Testing 


R:in<jo* 


i.o 


0.5 


hSi ^ 


0.o'oyo.b5/ 0*005 


Rl ttCif^Tral'Ifttdrvielwng 


AvcrAqe 
Ran<!e* 


10.1 

' — tl— 


9.S 
1.0 


60 
15 


^40 / 4 
0.05/ 0.5 




Ayoroqe 




7.1 


• S6.0 




fC Filo Seirch/Call-In 




1.1 


3.2 


20 








4.8 


1*5 


15 




Jl Job Infomt^ion Sarvico 


nanqc* 


0.5 


0.7 , 


5 




OX Orcar Tftkincf 


Aver ay a 
Ran^To * 


13.4 
2.0 


' 1.9 
0.7 . 








Avenge 


Id 


4.3 


, 100 * 




rC Itoferral Cor^trol 




0.5 


0*5 


40 








1*7 


2,0 


385 




W Vcrification/Valiaatlon mn^K* 


0.2 


0.2 


70 






Ay^r^q^ 


103.1 


&.2 


/30 




ts Employer Service ' 




. 30.0 


1,0 












4.0 






CS Cor'*tiunity Service 


Panqt^* 


HA 


ITo 


- nA 




JD Joi> Developirent 


Avtjrago 
Ranqp* 


5*9 
1.0 


* 2.7 
1.0 


50.0 
10 


^•0*05 / 0*05 



^Range is equal to the hvera^e plus or minus one standard deviation* 
** See table on p^ge for listing of Types^-by SMSA's. 
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Chapter V 

* 

METHODS ft)R MEASURING ACTIVITIES THE LOCAL OFFICE 



Discussion of Methods 

^ ^ 

This chapter will "ketail the methods and procedures tc 
measure the activities in the Iqcal office, regardless 
.of local office typei In Chapter^V each activity is 
described, then broken down into ^ey quality fagtors and 
into quantitative unlts^ In-^thisi chapter , methods to 
aqcompllsh the following will be <^escrlbed: , 

a) Measurement of the qualltjr pf an acliivity, using 
key quality factors^ * 

b) Determination of the cost of each activity, using 
activity lev*el and time^ 

' ■ 

- Activity level will be measured in quantitative units* 

- Activity time will be measured in minutes* 

* 

After these measurements have been made, the local office 
will be\ ready to- compare its performance with the. performance 
stdridards for each" activity, and will be able to answer the 
^ following questions: ^ , ^ 

- Is this locail office performing each activity 
adequately? 

- In this local (Jffice, does it cost too much to \- 
perform eaeh activity' adequately? 

t* ■ ^ ■ 

The general philosophy to be followed in the/6ollection of 
dat§*fbr these measurements is: - V 

- Use data from* existing ES systems when possible^ > 

- - Collect data from lodal office staJqf, from recipients 
of ES services, and from selected jempIcJyers using the 
ES^ Keep the collection workload at a minimum for 
local office staff.. 

* F 

. - Keep costs of measurement as low as possible; the 

computer will not -be used for measuring .or evaluating 
in t^e a.ocal office and existing automated systems 
will not be affected hy these methods of measurement. 
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Itoasures of quality; quantity and time will be derived from 
combinations 6f data sources; 

- a) Qu&l^ty - questionnaires for local office staff, for 
recipients of ES services, and for selected enployers 
using ES. 

t 

b) Quantity - forms for local office staff , for 
recipients of ES^ services. 

c) Time - time ladders for 'local office staff. j 

Data will be collected during one 5-^day work week in the 
local office/ It is suggested that .measurements be taken 
at least twice during the year and preferably at quarterly 
intervals. The following is a chart outlining the data 
collection. ^ 

Procedures and /Forms for the Survey Week v 
1. Overview 
a. General 

The object of* thi^i^ section, of the Handbook is to enable 
local personnel tb conduct a one-week survey of ES local 
activity. The procedures aAd forms aife designed tp be 
applied , at the local level by local personnel w^ithout 
requiring special outside assistance. Bpi^eyer, when a* 
particular local situation or circumstan<^^^ppears to 
present a problem, state office or regiohi3.^;pf f ice. 
specialists who have had prior experience ,|!^it^ the 
execution of the survey week can provide yctl^able 
^sistance in oeercoming an obstacle* 

Thi^vsection (B) describes the specific preparations, 
procedures f and formis required for the survey* 

This performance standards survey is initially being 
used to get a statistically significant sample of data 
on the conduct of locaX office activities so that 
accurate standards can be established for each of the 
local office types or classes. Once standards are 
established, the sam^ survey can be used as a diagnostic 
tool, allowing a locaJy office to comparq itself against ^ 
standards. This will provide clues for. diagnosing the 
causes of poor performance and aid in developing plans 
for correctvive action. 
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Hie local office which carries out a survey of its ovm 
ope^^ations as *part of the program of initially establish- 
ii^g perforioance standards can also use those survey 
results to review and analyze its own operation. 

b. Local Office and Central Office Activities 

Although per^rmance standards can be applied to tme 
local office, there are some activities, significantly 
affecting local office operation, that may be carried 
out at a central office. 

For example/ in an area serviced by a Job Bank, jol 
order taking, referral control, referral result 
verification, and job order status validation woul< 
all be pentralized. Another example of dentral^zed) 
activity occurs when employer s'ervice and testing 
activities are handled for a small local office at 
cen^tral office location, in these cases ^ some £;urv^ 
activity in the central office is, required to cover 
all of the activities. 



Personnel Involved, Their Roles and Responsibilities 

a. Local Office Manager , 

These are the functions and responsibilities of the 
local office managers: 



i. 

ii. 
iii. 

iv. 

V. 

vi. 



Confirm the time chosen as a time of 
representative activity. 

Select the survey week codrdinatOr. 

Con^lete Local Office Manager Pre^Test Form^ 
\\ihich is the most comprehensive of the staff 
survey pre-test forms. 

Support the survey week coordinator with the 
necesskry resources and authority. r I 

Explain the importance and utility of the survey 
to the supervisors and staff. . | 

Participate in the analysis and interpretation 
of the survey results. - | 

■ ■ i 




b# Survey Week Coordinator , 

One Individual should have responsibility for coordinating 
all of the siarvey activities. An experienced staff 
member (frequently the assistant local of f ice manager) 
^can fill this role. The coordinator's duties* and 
responsibilities vxll include the following tasks: 

i* Review ^his Handbook, with particular care* for 

all of the Chapter V forms ^ charts/ and procedures. 

ii. Ovetsee the orientation by each supervisor of 
his or her staff on the study week objectives 
and purpose, and introduce the staff and 
applicant questionnaires. 

iii. Oversee the instruction by each supervisor of 
his or her staff in the use of time ladders. 

iv# Arrange for a dajT of dry--run usage of the time 
la<^ders« 

V. Assure^ daily distribution and collection of 
time ladders f with suitable controls to see 
that complete sets of filled-out forms are' 
acquired, even for^ those who are absent* 

vi« Oversee distribution of the proper quantities 
of applicant forms at proper places during the 
study week, and collection of the forms. (See 
Applicant Form Dis.tribujtion Chart.) 

vii. Do a spot check review of the time ladders to 
insure that the staff has an accurate under- 
6^ standing of them. Thisi is particularly important, 
for the dry-run day and for the first day or two 
of the study week. 

viii. Assure proper distribution and collection of the 
staff questionnaires* Assist each supervisor in 
determining who should receive which forms, 
establi^ a control list, and monitor receipt of 
all staff pre-test forms. Also spot-check these 
forms .to be sure that ihe questions are understood^ 

ix. Arrange distribution of employer questionnaires. 
Devise some satisfactory random selection means 
for picking current employers. (See Section 5e 
for a sample letter to employers.) 
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3c. When using thQ Handbook as a self-evaluation 'X 
tool, the coordinator must supervise the work \ 
of tallying, computing, an,d converting the 
information collected duriQ^ the sur^y. 
Procedures and forms for j^resantin^ the data 
at each stage in this process are described in 
Chapter V of this Handbook. 

Note that the coordinator (or a central office 
alternate) must also carry out ^some of these 
tasks in tl^e central officfe so that central 
. office supervisors and staff receive adequate 
orientation, monitoring and advice oh their 
survey \teek tasks and responsibilities. 

c. Supervisors 

Each' supervisor should orient staff members on the use 
of the time ladders and i:^estionnaires. This should 
be done as soon as possible after his or her own 
orientation by the survey week coordinator. This 
ori^entation should include the following: 



: ii< 
iii. 
iv. 



Survey week objectives and purpose. 



Time ladder uj^age. 

* ^ 

Staff pre-test form allocation and responses, 

Applicant form distribution and usage (only 
for supervisors of referral interViewing , 
counseling, testing, and JIS). ' 



During the survey^week, supervisors should sp6t-check 

to be sure no mjlsunderstandings are causing Errors . 

d. Staff Members ^ ^ 

Each staff member must: 



A 



i. 
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ii. 
iii. 



Fill out time ladders for each day of the survey 
week. This must include a ll staff members. Any 
person filling out the standard time distribution _ 
form must also fill out a time ladder for each 
day of the survey week. 

Fill out staff pre*test forms. The coordinatdr 
determines who fills out what pre--test forms. ^ 

Encourage applicants to answer the applicant forms 
and answer questions for applicants concerning the 
applicant forms. 



50 

-44- 



Schedule ^ . v . ^ 

a« Planning and Preparing for the Survey 

i« Select purvey week coordinator. 

ii* The coordSjiator studies the Handbook for \ck- 
ground mate^al a^d for the detail of the 
, Burvey week procedures (especially time ladder 
usage) .which ntust be presented to the supervisors « 

iii« The coordinator verifies that the period of time 
chosen for the survey is not a period of unusual 
activityi"'(This in^sures a true picture of the 
operation # ) 

1 

iv. The coordinator schedules orientation of , 
supervisors (local and cenliral officers) , - 
orientation by supervisors of 'staff, and * 
the "dry-run day" of time ladder trial usage* 

v« The coordinator meets with the supervisors in 
appropriate groups to do the following: 

(1) Briefly review the overall project purpose 

^ and tl|e immediate purposes of this study week* 

(2) Di&tribute the. time ladder guide to each 
supervisor. ConcJentrate on the time 
ladders* Review the guide to -usage of time 
ladders, the samples of its use,. and review 
its use by activities supervised by the 
particular group of supervisors* 

^ (3) Introduce the questipnnalTes and ask them 

# to scan the forms foJf obvious problems. 

(4) Look for, review, and resolve any problems 
in the usage of the tim^ ladders an^ 
questionnaires in this LO s^d for these 
activities. 

(5) Indicate how they. can contact the coordinator 
on any problems with the ^ questionnaire forms, 
the time ladders, or any' procedural or 
logistical prdblems* / 

• \ 

vi* The supervisors, working witl| the coordinator 
as ne^ssary.and appropriate] conduct staff ^ 
orientati^ons, and make working arrangements as 
follows; * ' . . i 




(1) Time Ladder Usage 

id) E:!Cplaln t^hat a time ladder is needed 
for each person (whether that person 
is present or not) . 

(b) Review the time ladder guide. 

(q) Review' the samples. 

(d) * Hand out and review samples spc^clf Ically 

relevant to the activities engaged In _ 
hy those- working under this supervlsoi;. 

* . 

(e) Establish a means .for handling" later 
<K|uestions ^(direct them to the coordinator). 

(2) Staff Questionnaires 

... ) 

(a) The coordinator, working with each 
supervisor, determines which of the 
activities his or her staff participates 
In. This determines how staf£ activity 
questionnaires are distributed to the 

^ staff members reporting to each supervisor. 

^t this time, and working with a staff 
d. roster or a chart derived from it, the 

coordinator can establish a check list 
indicating the exact distribution of 
questionnaires to staff members. This 
then provides a control, when questlonr 
naires are being collected, to assure 
that all questionnaires «^e returned. 

(b) Distribute dhd review the ques,tlon- 
nalres. ^ - 

(c) Set a date for collection (pfefer^ly 
Wednesday of the^ Survey week) . 

Id) Indicate how problems with the 

questions ^ should be passed ^on to ^ 
thd coordinator. 

(3) Applicant Forjns , ^\ 

»The cQorclinator and appropriate supervisors 
(counseling; testing., JIS, and re^rrdl 
interviewing) must arrange with their staffs 
for dissemination and collection of 
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applicant forms* *Note and, review the dis- 
tribution chart (in part 5d below) describ- 
ing quantities tto be distrilDuted during , 
feadv^ay of tja^ study week at each oi the 
four locations* 

^ * 

vii* The dry^run trial of the time ladders is t^n* 
ducted, preferably the Wednesday or Thursday 
before the survey week, so the coordinator 
can resolve any problems before the survey 
week begins on Itonday* 

Suarvey Week Tasks 

i* Time Ladders 

CD The staff member entiers the time duration 
and quantitative result of each aptivity 
perio^jiuring the course of each work day* 

(2) At the end of each day, each staff member 
uses ^the time ladder tally trorm F) to 
tot^l the time and quantitative results 
for each of his or her activities during 

, that day* 

(3) The coordinator is responsible to see^1:hat. 
' the time ladders are collected at the end 

of the day and/or at the start of>Mthe next 
day. 

(4) The coordinator reviews them, especially on 
Tuesday morning, for eaf^ly reporting of 
problem areas or misunderstandings, so that' 
prompt corrective action can be taken, 

(5) Using a staff roster or a chart derived 
from it, the coordinator verifies that a 
complete set of daily time ladders has 
been collected each day* 

ii* Staff Questionnaires 

tl) These should have been distributed during \ 
the previous week* 

(2) A coMection date of no later than Wednesday 
- evening should have been established to 

allow for checking and follow-up on Thursday^ 
or Friday* 



111. Applicant (Questionnaires 

(1) Each day more forms are .distributed in 
, accordance with the distribution chart- 

(See Section 5d below) . 

(2) Applicants are encouraged to £111 out. 
^ the forms. . 

(3) The forms are collected each day by tJie 
* coordinator. 

Iv. Employer Questionnaires ^ 

JThe coordinator and LO manager (or central office 



manager , if appropriate) 



nay work out a. reasonable 



random selection means for picking a total of 



25 employers ^to whom the 
will be directed. ' 



questionnaire mailing 
day of the study week 



It is suggested that each — j — j „ — 

the employer questionnaiies be sent to five of 
the employers ^i^ubmitting [new orders that day* 
Each mai),lng to-an employer should include a 
cover letter (for suggested sample^ see Section 5e 
below), the questionnaire itself, and a copy of 
a job order input form the last job order 
received f^om that employe^r.^ i^e mailing should 
also include a stamped envelope addressed ^o the 
coordinat6r. 

jD. Post-Survey Week Tasks ^ 

Pack and mail all survey ".week fom© to the organization 
doing the data tabulation, calculations, and analysis 
for establishing performance standards. 

If the local office wishes J:o perform a self-evaluation 
as a by-product operation from this -standaxd-establishing 
survey week, it may request tabulated results for its 
own analysis and interpretation! 

After standards have been established, the local office 
carrying out a self-evaluation will do It^ own tallying, 
tabulation , analysis , and interpretation 

These tasks will be detailed in Chapter V on survey 
week analysis. ^ 
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Data -Collection Forms aj' 

«d- re!St"S"t,'JI*%^S;,tr^ o'JhaXdata .collection fo™. 
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FORM 



TABLE OF'DKPA OOLLBCTION ItiSTRUMEtJtfS 

' 13 



TITLE 



WHO FILLS IN 



WgAT IS MEASURED 



WHEN 



NOTE 



Daily Work Time and Quantity 



ES Staff 



Quantity Units arid 
Work time of All . 
Activities 



Dally 



A-1 



Tally sheet - For Dally Work 

Time and Quantity 



ES Staff 



JD^^ily Tallies jof 
Activity Times apd 
Quantities for 
each Activity 



Daily 



o 
I 



B-1 
B-2 

B-4 
B-5 
B-j6 ^ 
B--7 

B-e 

B-9 

B-10 

B-ll 

B-12 

B-13 



ES Staff Pre-Test Forms 
for: ; 
Reception 

Application Taking 
Referral Interviewing 
Job Development 
JIS 

Referral Control 

Verification/Validation 

Counseling 

Testing 

File Search/Call-In 
Order Taking^ 
^^Employer Services 
Community Services 



ES Staff 



Quality of All 
Activities 



1-time 




LO Manager pre-^TeatVf orm : 
A. Office Statxstxcs 
I. Reception 
II. ^ Application 'talcing 
III. Referral Interviewing 
IV. Job Development 
V. JIS 
VI. Referral/ Control 
VII . Verif icaftion/Vdlidation 
VIII . Counseling^ 
IX. Testing^ \ 

X. File Search/'Call-In 
XI. Qrder Taking ^ 
XII. j:mployer ^etvices 
XIII. Comfnuiiity Services 



IX> Manager 



Quality of All 
Activities 

•V 



l-time 



TABLE OF DATA COLLECTION INSTRUMENTS 



FORM 


TITLE 


1 

WHO FILLS IN 


WHAT IS MEASURED 


WHEN 


isIOTE 




(D) 


ATSplicant ^Pre-Test Forms 
for: 


Applicants 


Quality of Selected 
Activities 


All day, 
^ach da^ 






D-1 


Tleception, Application Taking, 
Referral Interviewiag 








Pick up on 
Interviewer 's 
Desk 


f 


D-2 * 


Counseling, Testing^ 


> 


• 




Pick up at 
Co unse liner 
or Testing 




D-3 


JIS 








Pick up at JIS 




E. 


Employer Pre-^Test Ppnn; 


Sample of 


Quality of Order 


l-^time 


Send to 


* 

1 




I. Order Taking 
II. Employer Service 


Employers 


Taking and, Employer 
Service 




Employers with 
letter 


Ul 
M 




A 

. . . >7 . 


















> 

1^ 
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a. FORM At DAILY WOBK JIME AND QUANTITY (Time Ladder) 

Description in Brief - 

Who Pills In; Any local office staff member who fills* in 
time distribution sheets* Forms'^must be 
filled in for absent staff members by their 
superv^oxs • " ^ 

^ All central office staff members who fill in 
time distribution sheets, must fill out these 
f on&s* 

When; During evejry one of the five survey days^ 

whenever a period of activity has-been 
con^leted/ so that/ at the end of the day/ 
the total working day period is accurately 
accounted for on the time ladder* 

Measures: Time spent on each activity and any quanti- 

tative results of the ^^ctiv^y* ^ 



Notet The form carries a list of 15 placement- re la ted 

activity codes with the corresponding two- 
character codes used to designate the activity 
periods on the time ladder* 

* * 

The form also carries a list of eleven codes for 
activities not directly connected with place- 
ment activities* 



/ 



58 
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local' office name_ 
activity key 



DAILY WORK TIME AND QUAtgTITY 
MAME TITLE 



DATE / / FOHM A (S/7S> 



(last name Ent) 



ACTTVITV 



CODE NO. QF 



APmCAHON TAKING AT af^Cdtlon:) 

OOMMUNITV SERVICI CS NA 

CGONSEUNG CO appUid^nts 

EMPLOYER SERVICE - RECtTlAR ER £SR cont^ 

EXfPLOYBR SEkVICX - PROBLEM HP £$R contact 

FIU SEARCH/CAIL.IN PC c»U-in attcmpto 

tKTERVlEWING ^ IN appllcantt 

INTERVIEWING JFS TJ appUcaob 

JOB DEVEtjOFMENT r P sUemptS 



ACTTVITy 



JOB ikforMahcn service 

ORDER TAKING^ 
RECEFnOJtt 
REFERKAI CONTROL 
TESTTNG (specify ttst) 
VERIFICATION /VALIDATION 



COaE MO, , ? f 



JI 


ttA 


or 


Job Olden 


RE 


appUcooitS 


RC 




TE 


appUcaats 


w 





ACTTVITY CODE 

CETA XC 

FIUNC, TYHNG^ CLERICAL, SWTTCHfiOABD XF 

JCfi CORPS, FOOD STAMP, WIN, KON-T.m X} 

KEY nmCH JB AND MODS DATA XK 

LUNCH XL 

MEETINGS, TRAIKEKG, ETC. XM 

SUfERVISlON, MANACEMENT, SHJ-APP. SYS, XS 

UI ' - . XD 

VACATION, ANNUAL l£AV£, SICK, PERSONAL XV 

sracYwiEK ^ xw 

AUEL5E XX 



I 



- Day 



SiOp 

10 
20 
30 
40f 
50 
9:00 
lOf 
20 
30 
40 
'50 
UOiOO 
10 
20 
30 
40- 
50 
ill;00 



• AcnyiTY 

Ccda H6» of 



Activity 
Time 



Tlsnt of 


ACTIVITY , 






. Coda 


No. of 


Time 


11:00 


_ 






10 








20 






r 


30 








4fl 






• 


50 








12:00 




1 




10 








20 








30 








40- 








50' 








1:00' 








10- 


» ^ J 


t 




20' 




i 




30' 








40 








50 








2:00 









Time of 


ACTTvrry 


Actitvin 


Day 


Codb 


No. of 


Time 


2i00 








10 








20 








30 








40 








50^ 








3i00< 








10^ 


• 






20- 








30' 






w 


40- 








50< 








4:00' 








10- 








20' 


■ 


• 












30' 








40 




* * 




/ 50 








5:00< 









i 




■ - ^ ■ ■ ■ 1 ■ ■ ■ " ■ ■ ■■ ■■ : ■ 

\ 

\ - 








0 * ■- 


J 
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\ ' ' 
Tim LADDER GUIDE 
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A 


. ..Geoeral Ins^ruclilona for completion of Time Ladders 




Section 


B 


.•.Activity Definitions for the Completion, of Time/ 

Sheets J ' 




Section 


C 


. *.Set of 9 Sample Time Ladders with Annotations 
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D 


. . *Tlme Distribution codes corresponding t©^ Performance 
-Standards Activties * 




Section 

J 




* 

.\.Use of the Time Ladder Daily Tally Sheet (Porrj, A-1) 


i 




- 
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ERIC 









Section A 




GENERAL INSTRUCTIONS FOR COMPLETION OF TIME I*ADDER , 

J 

When completing your time ladder, ple^ase £111 In the following 
Items; 

• Local Office Name - please fill In full name 
- m Name of ES Staff Member (last name first) 

• ' Job Title ^ , ' 

■ Date ^ 
m Activity "Codes'* throughout full day 

• Activity "number of* (Quantity of Activities) 

• Time Lines to Indicate the end of each activity 

When time spent on an activity is before 8 a«m« or after 5 p«m«, 
write a note on form, "See other side"> and isscord activijtj^'and 
time on other side of form* ^ 

Activity should- be reported by whoever r^erforms the taska . For 
example, in s6me offices, employer sejrvice work is performed by 
interviewers who are responsible for employer accounts, and who 
will record this worfc on their time sheets^ 



ACTIVITY DEFINITIONS FOR THE COMPLETION 0£F TIME SHEETS 



( 



ACTIVITY 



CODE 



Application Taking AT 



ENTER CODE IF TIME IS SPENT 
DOIKG THE FOLLOWING OR SIMIXAR ACTIVITIES; 

« CcMopleting an application for" the 

applicant (or assisting an applicant in 
the completion of an application)- 

9 Reviewing the data on an application for ^ 
completeness and accuracy 

• Reviewing the appibicant^s work histary^<^ 
and assigning a DOT(6). 



COUNT THE 
NUMBER OFi 

Applicfations 
taken ' 



COMMEl^ 



Oomniunity Service CS 



I 

CO > 



Stimulating community actions toward 
solving manpower problems which hinder . 
maximum development and use of human 
resources, 

Assisting in industrial and economic 
" developsnent o£ communities. 

Establishing a continuing and evolving 
working relationship vfith community^ 
actibn groupsi Job Corpsi educational 
« Institutions, vocational rehabilitation 
sigenciesf and other community agencies 
or groups. 

Presenting ^information to or proposing 
manpower actions to employer, union, 
e^cational or governmental bodies, or 
other groups (includes tine devoted to 
developing manpower training proposals) . 

Participating i^ local civic functions, 
organizations, and clubs to promote the 
policies and objectives of the ^ployment 
Service within the community. 

Disseminating labor and economic informa- 
tipn by radio, television, m^hLl, or in ■ 
person to ''individuals or groups within ^ 
community on matters regarding the 
Employment Service. 



(Hot Applicable) 



ACTIVITY DEFIMITIOMS FOR THE COMPLETIQK^ OF TIME SHEETS 



ACTIVITY 



Counseling 



I 

€0 
t 



ENTER CODE IF TIME IS SPENT 
CODE DOING THE FOLLOWING OR SIMXLRR ACTIVITIES ■ 

CO o Vocational counseling of Individuals . 
or groups 

o Recording counseling interviews and 

maintaining files on applicants counseled 

o Reviewing and analyzing infons^ti^n on 
c!g}inseling cases 

9 Interpreting test results 

o Arranging for and referring to supportive 

sepvLg^s tliat are necessary to assure 
^ . implementation of the ^ployability 
development plan. 

Q Using follow-up inquiries to determine the 
progress made by couneelees in achieving 
their planned objectives* 



COUNT THE 
NUMBER OF: 

Applicants 

counseled ^ 

(mark only 
once per visit, 
otherwise 'R')^ 



COMMENTS 

• Xf the counselor gives an 

applicant counseling, followed 
by referral interviewing, CO 
followed Rl should be coded 
as two separate activities. 

« If the counselor gives an 
. applicant counseling, followed 
by -job development^ CO followed 
by JD should be coded as two 
separate activities. 



Employer service 



EH o Developing and maintaining contacts with 
or ^ployers, employer organizations and 

EP unions. 

o Making in^person, telephone, or mail 
contacts to develop job opportunities. 

B Projuotin^ acceptance of or participation 
* in is^^4^1 ntanpower programs. 

• Advising or assisting employers, community 
agencies, and other government agencies in 
^rk force selection, hiring policies, etc. 

« Maintaining employer files « 



Routine 
contacts or 
visits (EH)^ 
and, 

separately, 
problem 
coh^cts or 
visits (EP) 



We are interested in distinguish 
ing between contacts primarily 
concerned with problems and 
contacts focused upon promoting 
the ES. When marking Time 
La<^ers indicate which Type of , 
Contact was made by coding Bk 
for routine, contacts and EP for 
contacts conoemed with problems 



*See attaches sample 



ACTIVITY DEFINITIONS FOR THE COMPLETION OF TIME SHEETS 



ACTIVITY 

File Search/ 
Call*ln 



BN^riBR CODE IF TIME IS SPENT 
CODE DOING 2^ FOLLOWING OR SIMILAR ftCTIVITIES ^ 

FC • Searching the applicant file to locate 

those applicants who may be qualified for 
referral to openings newly listed or 
'revised. 

• Callin^'in applicants by telef^one, by 
^ball, or by telegram* 

• Writing cards or letter^ to applicants 
in accordai^e with of£ice policy. 

; » Calling the applicant and making a direct 
telephone referral. 

• Searching the applicant file to locate 
those applicants who have not received 
recent service. 

• Mailing form letters and telephoning 
^'^applicants requesting their current 

employment status* 



COOm THE 
NUMBER OF; 

Call*In 
a'ttempts 



« When a block of tijne le spent 
in Searching the applicant fUe 
but no call-ins are made, code 
FC with count of *R*. 

« Count all^ all*in attempts 
including ^thos^ attempts when 
contact is not made with the 
applicant* , , ^ 



ACTIVITY DEFIMITIOMS FOR THE COMPLETION OF TIME SHEETS 



ACTIVITy 
Interviewing 



CODE 

IM 
or 
IJ 



I 

Oi 

o 
I 



ENTER CODE IF TIME IS SPENT 
DOIMG THE FOLLOWING OR SIMIIAR ACTIVITIESf 

• Interviewing an applicant for referral 
to a }ob or a training opportunity. 

• Analyzing the applicant's work experience, 
trainingr interests, and requir^ents. 

• Seaxching open otder lists to find a 
^ suitable open order. 

• In Jo^ BarUt' (including manual Job Bank) 
areas, checking the referral status by 
calling ' referral control. 

• In other areas, checking the referral 
status either by contacting the 
original order or by contacting 

the person or unit holding the 
order. 

• Referring the Applicant to a job opening r 
training opportunity, or supportive 

* service. 

• Arranging interviews for- the applicant 
with the employer. 

• Preparing the applicant for the sub- 
sequent employer interview 



COUNT THE 
NUMBER OFf 

Applicants 
interviewed 
(only once 
per visit, 
otherwise 'R' ) 



COMMENTS 

« When an interview is conducted 
for an applicant who comes ^ 
directly from JIS, the tiin^ 
spent in the interview should 
be coded otherwise use IN* 

® If the interviewer performs 
referral interviewing, followed 
by job developnent, RI followed 
by JD should be coded as two « 
separate activities. 

• If a counselor performs 

counseling, followed by referral 
interviewing, CO followed by 
RI should be coded as two 
separate activities. 



Job Development JD 



Developing a job or trainings opportunity 
for an individual applicant, when no 
suitable open order ^h^s been found for 
that applicant. - 

Recording job development information. 



Job Developnent 
attempts 



• If the interviewer performs 
referral interviewing, followed 
by job" development, Rl followed 
by JD should be coded. 

« If the counselor performs 



couns 



^ng, followed by iob 
develot^ii^ent, CO fdilpwed by 
JD shoxxld be coded as two 
separate activities.* 



*See attached samples. 



ACaflVITY DEFINITIONS FOR THE COM^IiETIOlfl OF TIME SHEETS 



ACTIVITy COD E 

Job Information JI 
Service 



ENTER CODE IP TIME IS Sf>ENT COU^gp THE 

DOING THE FOLLOWING OR SIMILAR ACTIVITIES; ' NUMBER OFi 

• Monitoring and giving assistance to Applicants 
applicants ttsing the self-servfce JIS Using JIS 
job listings and job search materials, 

• Maintaining ma^terials with job search 
leads and job and training opportunities. 



tOMMENTS 



Interviewers who spend their 
tinte with applicants frcm the 
JIS should code RI, for referral 
interviewing t and not Jl. 

Code time spent In maintenance 
of 'the job library and job 
search materials as JIS with a 
count of *R' . 



Order Taking 



I 



or • Receiving job orders from the employer 
and recording ojf^er information on a 
job order^ form* 

• Transmitting significant information # 
requests, and complaints from employers 
to the employer representative. 

• Advising employers of unrealistic or 
unreasonable job requireoaents they 
have specified* 

» Inquiring if employers may be willing 
to accept trainees for an opening. <^ 

• In Job BanJg^ including manual Job Bank, 
submitting orders to data processing 
by close of Imsiness each day* 

^ » In Job- Bank, including maniial Job Sank, 
' reviewing the job order in Job Bank, 
for errors when it first appears* . 



Job orders 
taken 




ACTIVITY DEFINITIONS FOR THE COMPLETION OP TIME SHEETS 



ACTIVITY 



CODE 



ENTER CODE IF TIME IS SPENT COUNT THE 

DOING THE FOLLOWING OR SIMILAR ACTIVITIES: NUMBER OF; 



COMMENTS 



Reception 



00 



I 

Ox 

to 



RE « Greeting applicants at the xeception 
desk (or area) and directing them to 
applicable services. 

• Determining if the applicant has an 
appointment and, if so, notifying the 
appropriate staff mesO^er. 

« Sight verifying self-application forms 
^ for completjBness. and correctness., / ^ 

« Alerting interviewers to special 

situa^ons. - s 

• locating application cards for previously 
registered applicants who know t^eir SSN.^ 

# Maintaining ;Laterview and testing 
schedules; ^ ^ 

# Monitoring or giving an orientation. 



Applicants 
who come to 
Reception Desk 
on a separate 
time sheet.* ' 



Q All persons in tbe local office 
who spe?id time wrking at the 
' reception desk* should code RK 
Wit^i copnt of 'NA' on their 
personal time sheet. 

<^ .A^separate Reception Desk Time 
Sheet \fill be kelpt at Reception. 
This sheet will reflect, in 
hoturly segments^ the total ^ 
numbers of applicants who were 
received* durijig ^e d&y, by . 
this local office [those>going 
to JXS and those going tp OTHER 
Activity] . All persons in the 
local office who spend time 
viorking at the reception desk, 
will, in addition to their, 
personal time sheets, "^mark the 
tieception Desk Time Sheet as 
applicants are received.* o 



*See attach^ samples. 
Also s^e rche adjacent 
comments ■ 



ERIC 



ACTIVITY DEFINITIpNS FOi THE COMPLETION OP TIM E SHEETS 

• ^ 



ACTIVITV CODE 



Referral Control RC 



ENTER CODE IP TIME IS SPENT 

DOING THE FOUXWING OR SIMILAR ACTIVITIES; 

— '• ' ^ 

a Receiving requests for referrals, 
determining the status of orders, 
communicating this status to the call^, 
^nd recording all transactions. ^ * 

o K^ceiving updates to the stal|£& of 
orders, and recording these updates^ 

€> Keeping accurate"T?lcords and counts 
of referrals. 



COUNT THE 

NUMBER OF: 

1 

Referral 
requests 
received 
(totaled and 
broken down 
by each 
loc^l office 
surveyed) on 
separate time 
sheets* 



I 

CD ui 



CCWMEMTS 

> 

Q Referral control as an activity, 
is to be'recorded in Job Bank ^ 
' Office Only * Control of . 
referrals in the local office ii 
to be considered as' part of ^ the 
re^rral interviewing, process ^ 

o All persons in the Job Bank 
office wfio spelxd tiine working 
on referral control, should 
code ^ frith count of *HA* on 
their personal tijae sheet. 

« Sepa^te Referral Control Desk 
Time Sheets wi^i 1^ kept at the 
locations of refetral control 

t activity. Thi^^ sheet vlll 
reflect, in hc^irly segmentSf 
the total numbers of referral 
requests received and the numbei 
of referral requests received 
from each local Office served^ 
All persons in the Job Bank 
office \Aio spj^nd time working 
on referral control ^tlvlty, 
will, in addition to their 
personal time sheets, mark the 
Referral Contrdl Desk Time 
Sheet(s} as requests come^^« 



*See attached samplest 
Also see the adjacent 
conuQentSi 



\ 



ACTIVITY DEFINITIONS FOR THE COMPLETION OF TZM^ SHEETS ' 



RCTivrrx 

Testing 



ENTER CODE IF TIME IS SPENT COUNT THE 

CO DE DOING THE FOLLOWING OR SIMILAR ACTlVrTIESt NUMBER OF^ 

TE • Scheduling r administering , monitoring, Applicants 
and scoring tests or work sample tested 
exercises. ' . ' 

9 Preparing reports of test results or 
unit activity. 



9 



Maintaining related files. 

Advising ES. staff as well as employers 
on tests, ^testing techniques and 
related matters. 



COMMENTS . 

9 When tests are being sadmiriistere 
tijoe spent should be coded 
TE (Test Type) with a count of 
^number of applic^ts tested.* 

• When tests are being scored, etc 
time spent should be coded TE 
with a count of 'R'.* 

• Testing for non^itle III 
Activity, iksuch as CB^A or ; *^ 
Job 9orps, is not ^applicable to 
this study (therefore code.XC 
or XJ not TE) . 



Verification/ 
Validation 



W 



O 



I 



Contactim the employed, by telephone 
or by ma^l, in order to reOeive the 
results. of referrals. 

^cording the results pf the verifying 
' process. 

Contacting the employer, by telephone 
or by mail, regarding aged^orde^s, orders 
other than in open, status, orders con- 
taining unverified Results. 

Redording the results of the validation 
prcfcess. 

Contacting HS ^nq^loyer representatives 
to inform them of significant information 
concerning contacted employers. 

Contacfeijjg referral control people to 
inform th^ of the d^tus of orders. 



Editing of orders, 
relate<9 materials. 



referrals and other 



Referrals 

verified 

plus 

orders 

validated 



*See attached saimples. 
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ACTIVITY DgFINITIQNS FOR '^HE COMPLETION OF TIME SHEETS 



ACTIVrrY 

Non-Placement 
Activities 



I 

OS 



copz 

^Related XC 
-XF 

\ 

XJ 
XK 
XL 

m 
xs 

xa 

XX 



ENTER CODE IP TIME IS SPENT ^ COUNT THE 

DOING THE FOLLOWING 0^ SIMILAR ACTIVITIES t NUMBER OFt 



COMMENTS 



9 CETA-related activities 

• Cleripal work not specifically related ^ 
to the above activities (including £ilin9# 
typing, sji^ operating the switchboard) 

e Job Corps, Food Stan^, WIN, Non-Title IJI 

• Key punch Job Bank and MODS data 

r 

• Lunch*^ 

• Staff and Trainincr 

• Supervision (Supervisors Only) , Manage- 
mentf Sdlf-J^ppraisal System 

• OX 

• Vacation # Annual Iieave^ Sick^ Personnel 

• Study Week 

• All Hlsd 

(any other aotivi^ which does not ' 
fit any of thd above) 



{Not 

Applicable) 



As W3<3h as practical^ Indicate 
the nature of the "XX** time* 



/ 

Section C 



V ^3 

SET OF 9 SAMPLE TIME LAPPERS 
WITH ANNOTATIONS 



The samples dbver many of the mo&t conaaon questions \7e 
encountered during the previous survey. They are collected 
here for your use in orientation. There are oth^ copies V 
of each sample in the box of materials sent to the Lopal 
Office. Thirty copies have been made of each sample, and 
we have identified on the. left side of each^ the' function it 
illustrates. We suggest that when the questionnaires are 
^distributedv each staff member be given a copy of the 
"General" (sample no, 1) , the "X-tlJtae^' (sainple no. 9)^ aiid 
the o|ie relating to the^'f unction that person covers. 



* 



■ J 



DAILY WORK TIME AND QUAMTITY ' • 

LOCAL OFFICE UAKB Jac k SO h Hett-Q MAME SmijU Jokh TITLE Coun Se hlT DJCT Z H / /S/ FORM A (5/75) 

Fti/I NAme Of ' N/tme. full J^i^ Ufle^ DJLte,, 

LocaI Offfce.- 




sample no. 1 



DAILY WORK TIME AND QUANTITY 

LOCAL OFFICE NAME iC/? ^ran USCO jClitfjfei'a j NAME iLn^j; JWalf*!/ TITLE ^Tes'tiln 
ACTIVITY KEY (J«t Dame fii^t) T 



DATE /6/I&/^^ TOm A<B/75). 



CODE NO, OF I ACnvlTV 



ACTTVlTf 



PUCATION TAKING 
COmiUNmr SERVICE 
COtlNSELIKC 

EMPLOYER SERVK3 - ROUTINB 
mpLOYIR SERVICE * PBOBIEM 
ni£ SEARCH/CAIL-m 
IKTIKVIBVIKC 
IHTCRVIEWIKG - JIS 
JOGDEVELOPMe^T 



AT apfpUc atiovsa 

CS NA. 

Co 'tpplJcaQti 

CS £$R contacts 

E? ESR conflicts 

FC cUl^ls tttetnpu 

D4 appUcontt 

II Applicants 

JD attemti^ 



JOB INFORMATICS* SERVICE 
ORDER TAKING 
RECEPTION 
BEFERRAt CONTROL 
TESTING (spedf / test) 
VERin CATION /VAUDATION 



CCOE NO, OF 

JI KA 

or Job ordtta 

RE tppHcanti 

RC KfetTtf] t«q^C£t> 



ACTTVITY - COD^ 

« 

CETA XC 

FnJNG/TYHNfc.CLERICAt^ SWITCHBOARD XF 

JOB CORPS, Ur, FOOD STAMP, ETC, XT 

KET HJNOt JB AND MODS DATA XK 

LUNCH ^ XL 

MEETINGS, TRAINING, ETC; XM 

SUI^RVISIQK, MANAGEMENT, SELF*AFP. $YS« XS 

VACATION, ANNUAL LEAVE, SICK, I€R50»IAI XV 

STUDYUvmC ^ XW 

AUELSE XX 




8: time lin^ is drawn 
indicate that 15 
minutes were spent on 
scoring GAl!B tests* 
When time spert on an 
activity is i ss than 
10 minutes, estimate and 
draw a line between 10 
e indicators. 




sample no^ 2 



DAILY WORK TlMg_^nA QUANTITY 



LOCAL OFFICE NAME^XaiiKfiln^iife^/ MAMe7?.c.^.. D^.k TITLE - 
ACT IVIXy KEY i SE'l) - TITLE — 



APf-U C'-.T 



CODE NO. OF 



O.VTAIOKC 'at .tpplicitJ^u' 

''^ CO applicants 

nn^^CE • PROBLEM £P ESR co-.tacti 

IN jpplicnists ' 




ACnVTTY 

JOF tNTORMATTCN Srn\1CE 
fvECEPTlON 
TES'mCC 



^^^^^ 



AcraiTY 

Ko, of 




20 
30 



12:00 



30 



1:00 



2iOC 





No, of 




,o! -RE 

0 " 
0- 
0 


•III fTTT 
Mil 

II 

J* 






tf IT 

* * ** * * ** ti 1 1 ^ 
' • ' ■ P ■ I p ' II ■ 1 

ll 11 i^j* ■ 
^ 1 


: 








J. 


Jlli 

■IH~ 

1 


„L - 



CODE 




TA 

■ORPS, Ul, FOOT) STAMP, ETC, ■ 
INCH JB AND MODS DATA 



"S, TRAfNTNC, ETC, 



'ON, W:L\OE\Tyn, SEUr-A?P, SYS \s" 
XX 



[Tim^i of 
^ Day . 



ACTTVITY 
, CodQ r of 



.Acri-.-i::; 



2»00 — 
10 ' 
,20 * 
30 ' 
40 - 

3:00 — 
10 - 
20- 
30, 

50- 
4;00— 

10- 

20- 

30 • 

40 - 

50 • 
5tC0 - 



7?F 



* * * ■ i i 1 i 

1*11 fill, , 



-J * i * t ■ * i 

"I f I TTtT- 



sample noJ : 



PAILy WORK TIME AMP QUAMTITy 



LOCAL <^PICB KAME ^nCi^Co Tsidnsfj-io^f HAME ^yrt if k SaI/i^ TITLE_ 
ACTIVITY KEY < (Iwt name first) / 



DAT E/0//g//^ FORM A (5/7S) 



APPUOVnCM TAKIMG 
COMMUNITY SERVICE 
COimSEUNC 

EMPLOVER SERVICE - ROUTINE 



CODZ HQ. OF 



AT 
CS 
CO 



EMPLOYER SERVICE - PR0BI£M EP 



nil SEARCH/CAU^IK 
DTORVIEWTNG 
DTORVIEWINC US 
JQffDEVELOPMEZrr 



IN 
IJ 



NA 

ESR contacts 
ESr contacts 
call^io atteasplF 
appUcaitcit 
applicaniB 



ACTIVITY 

PB INFORMATICN SERVICE 
ORDER TAKING 
RECEPTION 
REFERRAL CONTROL 
TESTING (spedfK tert) 
VEWnCATION/VAUDAtlON 



C OD E NO. OF 



or 

RE 
RC 
TE 
W 



NA^ 

Job oiden» 
appUcanCr 
tefetral toquests 
appUoaota 
fesultB/onbiQ 



ACTTVITY CODE 

CETA XC 

FILING, TirHNG, CIZRICAL, SWITCHBOARD XF 

JOB CORPS, UI, FOOD STAMP, ETC. XJ 

KEY FUHOI ]& AND MODS DATA XK 

UJNCH . _ XL 

MEETINGS, TRAINING, ETC. * " \ XM 

SUPEKVIStON, MANAGEMENT, S1P%APP« SYS, XS 

VACATION, ANNUAL LEAVE, SICK, KRSGS«At XV 
STUDYWEEK 
AILELSC 



^ XMT 

I. /xx 





Hme of 

Day . 


ACTrvnr 

Coda Ko, of 


Activity 

Time 


11:00 








10 








20 
30 


; XF 






40 








50- 








'12i00- 














10 








20 


: M 






30 




] ■ 




, 40. 








50 








liOO 














10 
20' 
30 


.(OATS) 


: 7 ■ 




40 








50 








2:00 









This BS.dtaff member covered- 
the reception desJc from lIiOO 
to I2i00. She has indicated 
Reception with 3 count of 'NA*^ 
on her time ladder. She has 
also added to the reception 
des}c time ladder tally during 
this period, as- in sample 3 * 



'sample no« 4 
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iH <Vt n 
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-fT— * 1 1 


— t— i* — t~v— * - 
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oo ooooooooo 
"Nl ,oi ^ tn O *-i <n *A C: 

r-t *S» 
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— 1 — 1*^- 1 J_H — 





o 



o 



r4 



o , o 



*:> O O f* 
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J 



LOCAL 



DAILV WORK TIME AWD QUANTITY Vj^- ./ 
OFFICE NAME Dg,||a,S Jok B^v^k mME .^^H'l Sa/v. TITLE if 7F 



PATE /O/ 10/ 7^ FOKd A (S/7Si 



^crrvny cope wo. of 

APPUCATIOM TAKING ' AT- appUcadofis 

COMMUNITY SERVICZ CS NA - 

COUHSEUNC CO ail^llc«iii9 

EMPLOV£R SERVICE - RCUTIME £S . ESK contacts 

£MPLOV£a SERVICE * PROBLEM EP ESR contacts 

HLE jl^RCH/CAU^IN FC calt-lti attein^ 

INTERVlEWlliG ' IN appi^caAiir 

INTERVIEWING - JIS U «ppllcant> 

JOB DEVELOPMENT P attempt; 



Acnvnv 

JOB INFOKMATECM SERVICE 
ORDER TAKING 
RECEPnON 
REFERRAL CCHTROL 
itSlTNC t«pld^ test) 



CODE NO. OF 



or 

R£ 
RC 
TE 



NA 

Job ordto 
applicAnti 

(^pp lie unto 



VEMnCATTON/VAUDATIOM W icwlts/otdao 



AcnvrrY " pooE 

cm xc 

nUNC, TYHKC, CIEWCAl, SWITCHBOARD JJF 

CORPS, Ul, FOOD STAMP, 1^, XJ 

KEY HmCHJB AND MCDS DATA XK 

UINCH XL 

MEETINGS , TRAIWNC , ETC , HM 

SUKSVIStON, MAKAGEMENT, SELF-^Jip. SYS. X$ 

VACATION, ANNUAl liSAVE, SICK, KRSffiWL , XV 

STUDY XW 

AUELSE XX 



00 



ERIC 



tv) 

I 



Ttnie of 
Day 



lit DO 
10 
20 
30 

4 b. 

50 
12t00 
10 
- 20 
30 
40 
50 

1:00 
10 
20 
30 
40 
50 

2.* 00 



ACTIVITY 
Coda No. of 



■RC 



m 



ActMtjr 
Tlmo 



f^ts Is part of a personal 
time ladder' ^r an Individual ^ 
who performed^ referral con- 
trol between 12:00 and lr30. 
Note that "NA?* is marked. 
Tallies of referral request 
calls are kept on a separate 
sheet. (See sample no. 



sample no. 6 



DAILY WORK 



D QOAMTITY 



LOCAL OFFICE HAME ,9^^ 4k-^itdsCi>lnLsfr;J llP^ JoheH^ Jt> kn TITLE^,^,/^ 



DATE /c/io/ff POEIM A(S/7S) 



ACTIVITY KEY 



(Ian name &m) 



AcnvfTY 


CODE No, OF 


Activity 


CODE 


fiiq, OF 


ACTtvrnr ^ 


CODE 


i^PUCATlON T^KIWG 


At 




JOB tNFORMATlCN SERVICE 


Jt 


NA 


CETA ^ 


XC 


Community sbevi^ 


c& 


NA 


' ORDER TAfOKG 


or 


Job OTtLw 


FnJKC, TjrnNG, CIZRICAL, SWmUBOARD 


KF 


COUNSEUNG 


CO 


applicants 


RECEPTICN ^ 


BE 


^ippUCOAtj 


JO& CORPS, UI, FOOD STAMP, ETC. 


XJ 


CNfPLOYER SEKVICf - RGUTIME 


£S 




REFERtua COSTROL 


RC 


ratetral rc<mQ^ 


KEY PUNCH JB AMD MODS DATA 


XK 


EMPLOYER SERVICE - PROBLEM 


EP 


£SR contacts 


TESTING (specif te«) 


TE 


AKfljUcantB 


lUNCH 


XL 


niE SEARCK/CALUDf 


FC 


CAlUtn attempts 


VERin CATION /VAUDATtON 


W 




MEETINCS, TRAIMNC, ETC. 


XM 


INTWVIEIVINC 


m 


applicants 








SUFERVISIC»I, MWACEMQIT, SEtP^'APP. SYS. 


xs 


iKmivtEvviNa - jts 


u 


■ppUcanlS 








VACATION, ANNUAL l£AVE, SCK, FSRSGKAL 


XV 


JOB DEVELOPMENT 


p 










STODYWEEK 




1 ' ■ 












ALLEtSE 






Time ot 
Day 



lltOO 
10 

20 
30 
40 
50 



' 10 
20 
30 
40' 
50 

ItOO' 

io 

.20' 
30 
40 
■50 
2:00 



AcnvriY 

Co49 No, of 



EP 



XV 



■ BS 



1^: 



.3 _. 



Activity 
Tftne 



contact for a problem 




an employer. 



'Tljae spent in preparation 
for all ^pioyer callB to 
be made this day- 'R' indicates! 
related activity, since 
actual contacts have not 
yet been made. 



sample no. 7 



DAILY WORK TIME AND QUAKTITY 



lOCPkL OFFICE NAME 
ACTIVITY KEY 



DJLs Central name JTnes^ title 



DATE f0//C/f^ FORM A (S/Tsjr 



(lact n^iM first) 



AcnvnY' 


CODE 


NO. OF 


ACTIVITY 


CODE KO. OF 


ACnVTIY 


CODE 


APFUCATEON TAKIHG 


AT 


iippUcaticdti 


JOB IKFORMATIO^ ^RVICE 




NA 


CETA 


XC 


^ CONtMUNlTV SERVI^ 




NA 


0[U)£R TAKING 


OT 


job ordfttQ 


FlUNC, TYHNG, Cl£FICAl, jSWirCHBOABD 


' XF ' 


Ca/NS££iK*G 


CO 


applicants 


RECfPTTON 


RE 


appUcmts 


jca CORPS, XJI, FOOD STAMP, ETC. 


XJ 


EMPLOYER SERVICE * ROimNE EST 


ESR contacti 


REFERRAL CONTROL 


RC 


T^feiral reqa«fts 


KEY Pimoi JB AND MCdS DATA 


XK 


£^mOYER SERVICE * PROBLEM E? 


£$R c^mtactff 


TESTING fqMdfy tsst) 


IE 




LUNCH 


XL 


. HLE SEARCH/CALUIK 


FC 


calf^^in attempts 


VtRinCATTON/VAUDATTOM 


W 




MEETINCS, TRAINING, ETC..^ ^ 


XM 


INTTRVIEWIKC 


IK 


, appUboQts 








ajPERVISlON,' MANAGEMENT, SELF*APP- SYS, 


XS 


INTERVIEWING - ]IS 




applicoatv 








VA<iAT[aN, ANNUAL LEA^VE, SICK, PERSCNAt 


XV 


JOB D^£V£UO?MENT 




attempt 








STUmfWEEK 


xw 












ALLEI££ 


XX 




[nterviewer conducted 
2 interviews witj^ 
^registered applicants 



Interviewer was review. 
Job Bank listings, wi 
_no applicant present> 




^Application 
■(applicant* 



taken for new 



5) 



{Applicant came from JXS 
ylth a job selected* 

Job development v^s attempted 
since job was referred and no 
ther applicable jobs listed 



3N 



is coded 
cant still 



because same appli^ 
being interviewed 



9 



sample no * 8 



00 



ERIC 



LOCAL OrFlCE NAME 
ACriVITY KEY 



DAILY WORK Tim A^JD gCAHTITY 
(lajt name ftn") 



vVPriiCXTTON TAKING 
1 rr» *i\^r:^iT—v- ^^T^^ICE 




CODE KO, , OF 

AT appljcntioDf s 

CS KA 

CO ^tppJicanCr 

0/^ CE - ^^OUTINt .ES ESa contact* 

' C£ PROBLEM tP tSR contacts 

LL-IN FC calMn atttfmpto 

" IN applicants 

JIS J J appUcjfit^ 

T p att-- 



TrvrTY 



I 

J 



T:*-i* of 
pay 



ACTIVITY 
6>de Ko. of 



30 



. ti 



si CO 



9^00 
],0 - 
20" 
3C 
4C 



10:0.C 

40 
50 



1 a-! 



Co 



III 




fiH TITLE ^t^rtg^ /gf- DATE 7tf//tf/y» FORM A (S/7S) 

I. 



, TTPINC^ CLERlCALj SWlTfflTO.^KD 
IPS, Ut. FOOD STAMP. ETC, 
CH jTl AND MOOS DATA 

TRAIMNC, ETC. 

^lANAG!:^^E^rT, sEiF^APr. sys, 

^.OM. ANNUAL LEAVE, SICK, PERSONAL 
AUEL5E 



;^c 

XT 
XK 

:a 

xs ^ 

XV 



ACnVJTY Ac^*i^r-^ 
Cc*dc No. oj^ I TiMi; i 





i 4 


i 








!' Co 






■ 1 




saiQDle no. ' 



Sectlort D 



I 

r 

TIME DISTRI BUTIOir CODES CORRESPOMnTw^ 
TO PERFOBMANCE STAHDARDS ACTIVTTTpg 



V 



82 
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* Tiirte Distribution Co<^e3 Corresponding 
V. To Performance standards Activities 



The thirteen placement activities* measured in the survey ar ^ . 
also included in the Time Distribution System. However, th^ 
categories of TD (Time Distribution) are broader than the 
activities u^ed in the survey. The relationship between the 
categorizes in Time Distribution and Performance Standards can , 
be depicted by break^ing the'^^t^hree-digit TD function codes into 
finer categories, as^ in the table below. For this purptfse only, 
^a- fourth digit is ad<i^d .to the Time Distribution function codes. 

The Table shows' which functional codes in Time d^tribution apply 
to each activity. Thus the measurement of placemen t-re"la ted 
activities, which is the focus of this study, requires that, ' 
'for example, code 531 (Employment) be broken down into many separate 
coraponentfS; 8 of the 45 performance Standards placement activity 
ccfdes are included iD^e'531 grouping. In some cas^s, the TD 
three--digit function code .is equal, to one of the Performance 
Standards activities, such ^s, Counselinq^ (512) in the Table \_ 
-feel©^- - - - - - * - - - - 

When instructing personnel in completing" the t:^e ladders^^ this ■ ^ 
Table may be .useful in determining hpw^ specific tasks Should be 
recorded. " 

Remember TD reporting will n6>t be changed in this" survey. \ 



' TABLE OF RELAT;L0NSHIP OF PEfiFORMAMC^ STANDARD. CODES 4 
TO TIME DISTRIBUTIOW SyST^ 

PERFORMANCE ^ " " « 

STANDARD ^ . ^ ^ ^ 

TIME LADDER 

ACTIVITY CODE TIME DISTRIBUTION CODES AND ACTIVITY DESCRIPTIONS 



4 510 Assessment 

" ^ 511 ](n take ^ 

RE . . . 511 .1 Reception, including orientation.* 

AT .... 5 11 .2 Application Taking, liJonitoring , 

"R^'Kewals, and Supportive Filing 



and Ma^intenance 



^There are 15 codes for 13 activit^ies because the en^loyer 

service activity has erodes -ES and EP and the interviewing 
activity has codes IM and IJ. -77- 

^ 83 



TABLE OF REIATIOMSHIP OF PEaFORMaNCE STANDARD CODES 
TIME DISTMBUTION SYSTEM 




(continued) 



PERFORMANCE 

STANDARD 
TIME LADDER 

ACTIVITY.' CODE TIME DISTRIBUTION CODES AND ACTI^aTY DEgCRlPTIOMS 



CO 
TE 



512 Couhsellng, and Supportive Filing 
and Maintenance 

1* 

513 Testing^ and Supportive Filing 
and Maintenance 



IN 
IJ 
FC 
JI 

or 

RC 

w 

JD 

XK 



ER 

cs 



X3 
XM 
XF 



530 Employment and Job Envelopment 

531 Employment (ES Only), 

(Each ,the :£alXowiMg^J;s- ittclu&iv6--o£^ — 
supportive filing and maintenance) 



531, 1 Interviewing 

2 Interviewing - from JIS 
55X.3 File Search and Call-in 
g"3 1 , 4 JIS Monitoring 
5 3 1,5 Order Talcing 
^"iSl. 6 Referral Control 
531 ,7 Verification/Validation 
5 3 j. . 6 Job Envelopment 

^[31 ■ 9 Keypunch and prepara,tion , Job Bjatik 
and MODS 

550 Employer and COiipmunity Services ^ 
551 Employer an<^ Unions ] 

. . 551 .1 Employer Service * Houtine 

, 551 , 2i' Employer Service - Problem 

> • 554 Community Sstvices* Supportive Filing and 
Maintenance j . 

600 ^anagejnent Super|rision and Traijning 

610 Managemeijit,; Supervision^ and E& 
Staff Training 

• - 610.1 Ii<>cal Office Manetgement 
> and Supervision 
€10.2 Oiiits^de Conferences^ Meetings, 
•* ' internal Staff Meetings, Training 

• • , ' 3 UnallocatatJle Filing, Clerical, 

Report Freparation, Switchboard 



84 
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TABIiE OF RELATIONSHIP OF PEBFOBMANCE STJftNDABD CODES 



TO TIME DISTRIBUTION SYSTEM 

. (continued) 

p 

PERFORMANCE 

STANDARD 
TIME LADDER 

ACTIVITY CODE TIME DISTRIBUTION CODES AND ACTIVITY DESCRIPTIOMS 
^ « « , « 610 *4 Study Week^ Perfonoance Standards 

XV . . . 900 All L&ave Time ^ 

Annual Leave Time^ Compensatory Time Off^ 
Vacation^ Sick Leave^ Personal'^ Coffee Break 



- -Codes- ^and-Aetivi-bieaJ ^lot App llcafele - ^ 

to Time Disfcmbution 
, * ■ . 

Non-Title III 

XC .... CETA 

Includes Intake, Counseling, Testing, 
Training, Management, Supervision, etc. 

XJ .... Programs such as Job Corps, Rtod Stamp, WIN 

XO . . . . Ul • ' 

XX .... All else 
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USE OF THE TALLY SHEET FOR TIME LADDERS, (FORM F) 

* 

, - 0 

WHO FIL L S OUT FOBM F ? 

— ^ * 

Each person who fills out a daily time ladder form must 

transcribe the data on the time ladder to the Form A-1 tally . 

I I 

sheet after all of the day's activity data has been recorded 
on the time ladder. Thus, there will be one tally sheet / 
(Form A-1) tilled out for eadr time ladder. 

WHY DO ^ NEED^IT? . .... ^ -- 

m should summarize each of the time ladders ,on its 
own/Porm A-1 to make final tabulation more manageable. 

HOW DO YOU FILL IT OTJT? . 

1 . Fixsi„i^ter the heading information on Footi A~l 
(NAME, TITLeJ, §*ATE CODE, LO NO. , STATION, DESK 
and DATE) . ' - .J: 

2. Next, go.bacK to Jthe time ladder and, for each' ^ 
activity) ^jeriod' on the- time l^^Jder, . write the nij^er 
of minutes of its duration under Activity Time (on 

^"^^Jie time laddei^ . , ' 
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TftLLTf SHEET - FOR pAlL^ tipFK TtMB AND QOAHTITY - FORM A-I (5/7S) NAME 

. (ttanscrUbe-ftom Paon A) {laftixwue flrot) 



STATE QODB LO N0._ 



£TA_ 
7. 



desk:_ 

9. 



DATE 



mo, day y«ar 



PS 


TD 


PS 


TD 


XK 


S39.I 


xc 




xs 






' NA 


XM 




XX 


NA 


XF 


610^3 


xu 


NA ^ 


»V 


6tO. 4 


XV 






XL 


HO " 
TAUY 



AT 



CO 



Ml 



JI 



or 



PC 



w 



JD 



BR 



BP 



CS 



Time 
Diet 



511.1 



511.2 



512.0 



513.0 



531.1 



531.2 



531.3 531.4 



531.5 
— ir^ 

or 



31.6 



531.7 



531je 



551.1 



551.2 



554.0 



Stafa. 
Ttttr 



AT 



00 



u 



PC 



JI 



EC 



JD 



£R 



EP 



CS 



X X 



3. Now copy the Activity Time nuinbers from the time 
ladder to Form A-l, entering each number into the 
column on Form A-1 for that activity code. 

The following illustrates the use af the form to 
tally aqtivity times; 



Time Ladder Tally Sheet 




4. In general, there are^a number o f activity periods of 
each activity on ia typical time ladder.^ We want Form A-l 
to have a single total of the quantitative results for 
each activity type on thi.tirae' shee^. 




Therefore, for each type of activity on the time ladder, 
count up the "Np^ of" tallies (if any) for each of its.', 
activity periods an*? enter. the total QTY- (or "No- of") 1^ r 
that activity in the QTY box near the bottom of its column 
on Form F, 

p 

The bottom segment of the f illed-out Form P below shows * 
this use of the form to list the QTY or "No, of" for each 
activity transcribed from the time ladder: 



Applications taken 
for five applicants 
i^uting the day. 



EighteerL— 

Call-in attempts 
during the day. 





\ 

V 














f 








511.1 


-\. - - — - 


512.0I5I3-O 




531.2 


531. 3 




531-5 


— 

5 33.. 6 


531.: 






Co j TE 




. IJ 




ft 


or 




w 


7 y 


i 


V 


















J 




' ! J 


i 













Additional notes on Usage of Form F: 

1- To make it easier to get the time ladder^ data onto Form A-1 

« 

transfer the data in three steps^^ as shown in Figxire 1 
below - ^ 

2- Figure 2 snowra graphically the use of Form A-1 to record 
the total' overall QTY^ (or "Wo, of'^) for an activity^ 

-83- 



Figure 1 - Use of Form A-1 to Tally Time Ladder Actiyxty-Tiiues 



Matching 
Areas 
of 

Two 

Forms ^ 



Time Lsidder 



SAM to 
11 PU 



□ 



Foon A-l 



To TaUy 
>A^vity Times 
*br the First 
Tluee Hduis 
of the Day 



11^ to 

2 m 



□ 



To Tally 
Activity Times 
fortlie Middle 
Three Hours 
of tte Day 



ERIC 
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Figure 2 - Example of U^e of For?i A-1 



TALLY SHEET - FOR DAILY WOKX Him AMD QUANTITY - FORM F 



STATE CODE^ 
' 1- 



LO NO. 



STA DESK DATE 

7. 9, 11. 



BE 



AT 



CO TE IN IJ 



FC 



or 



RC 




This 
Counselor 
couhseled 
six 

applicants 
today 
(two had 

two 
sessions 
each) - 



511.2 



1 531M 



5?l.?r531.6p 







AT 


CO 




V 






TlMl' 







^ . 









or 


EC 












cz. 




1 
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a 



b- FORM Bi ES STAPP PBE-TESi? POEMS (B-1 through B-13) 

Description In Brief 

Every ES staff member performing any of 



Who Pills ini 

wrheiTi 
Measures : 



the activities for ^hich there is a 
staff questionnaire. 

Once^ during the survey week. 

The quality of these local office activities 
(or central office activities) . ' 



\ 



ERIC 
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I ■ ' FORM B-1 

. ES Staff 

ES' STAFF PRE-TESTFOBM 



DATE jSOCAL office? ( ) 



I«STRUCTlt)NS:- Fill in ort Check answers to the, following queistions. 



I . RECEPTIOM (Activity tfl) ^ . ^ / ' 

1- DO you have a method for motxitoring how long 

applicants are waiting, for service? (1) 

- Yes Ho 

(If you answered Yes to the above, please 
indicate hoW you monitor the wait time 
in Comment section following) 

* ' * • 

a. What is th^ typical wait applicants 

expei?ience on the peak day of .the week?. , ; . . (la) 

/ minutes 

2. Are applicants with appointments seen on 

schedule by the appropriate staiff member? _^ (2) 

Yes Ho 

J. How many people iis^' only the JIS or other 
materials in the reception area and then 
^ " . leave immediately? . ^ ■ ' ^ \ , 

(Estimate) one out of every applicants 

* 

4. Do you alert the interviewers to special 

r applicant problems / writhing notes if necessary?/ . . (4) ' 

Yes Wo 

5. Do you have a procedure^ for obtaining the 
application cards for previously registered 
applicants? (Indicate method used in Comment 

section followiifg) (5) 

Yes Mo 

6. Be you direct the job-ready^pplicant to JIS?- - - - _(6) 

Yes lS£ 

7. What is the maximum time the reception desk 

^ could be left unattended? ; . . . . . (7) 

minutes 

o 

8. , Do you remew the self*application forms - ^ ^ 

completedCby applicants? : • . ' (8) 

^ ^ ^Yes Ifo 

If Yes please indicat^e your estimate of how • 
often you find errors in these forms. 

' one baH form out of, every forms(8ay" 

93 ^ ' 
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FORM B-2 
" ES Staff 

ES STAFF PRE-TEST FORM " 

DATE LOCAL OFFICE_^ 

INSTRUCTIONS: Fill in answers to the following questions. 

I. APPLICATIOM TAKING (Activity §2) ^ ^ 

1. What IS the average time It tajces to complete a full 
application? . 

tntsmteit 

2. Mhat Is the average time It takes to complete a 

partial application? . _V^^__ 

3. Mhat Is your estimate of the number of applications 
on file that were completed Incorrectly* and 

require correction? one out of ' 



\ 



(2) 
(3) 



II. ^MMENTS AND SU<3(^STI0MS 




95 
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^ . ' FORM B-3 

. ' . fk * ES staff 

ES STAF F PRE-TEST FORM 

* - X 

DATE - 1 LOCAL OFFICE 

INSTRUCTIONS: Fill in or check answers |to the following questions. 

I. REFERRAL INTERVIEWING (Activity #3) ; 

A< How long have you been dojmg ^referral Intervl^lng 
for the Employment Servic^?* ; • • 

.Years , 

1, Do you have any trouble reading the Job Bank micro* 

fiche or Job Bank livings? ^ • • • * 

Yes NO 

a^ T^e they yiearly printed or , for vi^ewers, are 

they in focus? ' • ^ 

■ Tes^ No 

2, How often do you employ job><3t^elopmen^ on beh al| 
of those job-ready applicanti^^or wh^m ^^^^J^^J 
first find a referral on the ^ist .of b^^^<^3?d^B^^ 

Please indicate your estimat^^ below, ^ , 7 ; ^ 

. one out of every jeb-ready applicants 

for whom no available opening is found, 

3, Do you give referred ap^lc'ants a document to take * 
with them as an introduction to the employer?- • • • 

Yes Ko 

4, When the job order indicates **call first", do you 
check with the employer befofe referring the \ 
applicant selected? • • • s 

Yes No 

5, How often do you find that important changtes should 
be made on the order (i-e,, wages wrong, add?:ess 
wrong, etc,)? Please estimate. 

One out of every , orders checked, y 

>. ^ ' > ■ , " , 

6, Do you, when relevant, inform the applicant, of the 
possibility of UI benefits?. . 

Yes NO 

When part of a* Job Bank ' 

7, In addition to the list of open 'orders, please , 
indicate below which of the following material yov * 

also use? ' ' , ' ■ 

a. Indexes of open orders? . . . ^ ' ' 

96 ' : ' • ; 
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(1) 



(la) 



(2) 



(3) 



(4) 



(5) 



(6) 



(7a) 





.No 




Yes 


No 








(7a) 


Yes 




' « 

(7e) V 


Yes 


No 

1 





■ • ' '*F<2EM 
. ' ■ . . ES Staff 

b» Indexes of new orders^* -<•<•' - J f7b) 

c. List of new orders only? * 

d. List of clearance order's only^. < < , . < < 
e- Other special listings -{please specify belov/)^^ 



^ . : . , : — ^ 

8* Da you find that applicants occasionally chainge 

their mind' after Referral Control has cleared the ^ ' > 

, referral? . \ ^ ^ (8$ 

. Yes No 

If you answered no, skip to 9» ^ * 

a» Do, you re-call Referral Control in these ' ' ' 

to cases?. ^ ^ (Sa) 

yes No 

^: ' 

b- Pleas4 indicate how many days ago this wa? 

necessary? -^^ , * - . * . {8b) 

Days Ago 

9. Is Referral Control central?. r ^ (9) 



If you answered no, skip to 10. 

'a. When phoning Referral control^ do you use a^ 
established procedure and dia^o^ue? ^ . . , . 



b. Does the length of your period; of dialogue 
average more than 30 seconds* per referral?. < < 

c. How of ten; do ^ou encounter busy signals 
when calling lieferral Control? , , 

one out of 



d. How often are you placed- bn "hold** after 
connecting with Referral Control? i 

one out of 



10- Are you required to take hew orders while inter- 
viewing applicai^ts? 



Yes 


NO. 








(9a) 


yes 


' NO - 




« 




(9b) 


Yes 


■ No 






"calls 






calls 








(10) 


Ves 


No 





FORM 6-3 ' 
ES Staff 



3,1. Do you receive referral results daily? *. t, J 

• ' " Yes 

13. * Do you occasionally hold referral cards^for one 
day or more 'before sending/them to data * ' . 

-^.V ^ processing? * ^ ... . ; 

\' , , . ■ ^ Yes 

a. If'^ you answered yes, briefly disscribe the most 
common reason for holding referral 6ards. . ^ 

. 

■ ' : ^ 

; 

: b. Ple^ase estimate how frequently this occur^^ ^ 

\ ^ One out of ei/ery ^ards. 

13V Do you .have a list of employers for you^ job 

development contacts? «.....« 

. . ./ ^ \ ^ . Yes 

14. '^^Do you contact any employers for job development 
mol^e than once per month? 

■ ^ V ' \ ^ Yes 

' a. ^f yes, how many such employers?. . , 

i 

II . COMMENTfS pup SUGGESTIONS 

. 

- ft. 



No 




No 



(11) 

V 



(12) 




\ 3 
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ES sTAfF pre-Vest Fdm ' * 



DATE 




iii STRUCT IONS: Fill in or ch^ck ankwexs to\ the following -questions ^ 

^ I. JOB pVyELOPMENT (Activity '§4) 

' 1. Whe^Ji you- do job development for an applicant, 
' wha\ is the average number of job development 
, at«Wts you make: for that applicant served? 

2. Wir&t Gaining have you received in *job\ development 
techniques? 

a. For^l* courses? 

\ * * 

b. Seif-atudy mailuals? 
c* Informal on-the-job training? 
d. other (please indicate iSirlefly)?* 



W^en you perform ^db development/ which of th 
following do you Sse? 

a. Job search information in the JIS? . * . . 

b. ^^ Order files (bomi oper\ and closed orders)? 

" ft * 

c. Record of EmEfloyeb" Contacts? 

(I. Work hj;3tory section of applicatibn cards?* 

' ^ \ 
e\ Newspaper, advertisements? 
V \ 

-f. Trade and professional periodicals? . . , . 



<3f) 
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Specialized directories well as' telephp^e? . 
Job opportunity studies? 
Area ski studies? 
Other (please indicate bdiefly)? 



FORM B-4 
ES Staff 



,Yes No 




Yes . No 



Ves No 



Yes No 



Do you review the available 
an applicant before you perJ 



openings .on bdhalf of 
fonp job development? . 



If the job development re^er::al 
do you attonapt to obtain a job 
employer called?. . . . 



6. If ^ an employer does give you 
always share this order with 



7. HOW 
to 



long^ 
det^ 
place<J? 




AND SUGGESTIONS 



s Unsuccessful, 
okdejT frgo the 



a, job order, do 'you 
other interviewers?^ 



o yoU wait before contacting eihployers 
ine if a referred applicant has-been 



Yes 


Nq 






Yes 


No 


Yes 


.No 



§ Days 




ioo ■ 



, * P0W4 B-5 

* J ' ■ ES Staiff 

■ *. 

ES STAFF PRE-TEST FOim 



DATE ^ ^ • ^ LOCAL OPFZi 



INSTRUCTIONS; Fill in oy chec^k answers 'to the following questions. 

I. cMS {Activity $5) ■ - „ ^ . 

1. Approximately'^hat percent 'of thoffe who enter 
the JIS receive at least one referral? 




2; Are abbreviations eliminated for the JIS 

listings? ^. . . / 

a. If the answer above is No, do applicemts 
find that these abbreviations confuse 
them? / . ^ 



Yes ^ No 



Yes No 



How often ^ you find that an applicant is 
not qualified for the opening selected and 
therefor^ yo^ cannot refer them to the job? 

> , . ^ - / 

one such applicant in every j 



II, COMMEMTS AND SUGGESTIONS 
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* • FOEIM B-6 

t i Staff- j 

r ES STAFF PRE-TEST FORM 

PATE LOCAL OFFICE ' 



INSTRUCTIONS; Check the answers to the follbwing questions. 

I. REFERRAL CONTROL (Activity #6) ' 

1. Is this a Job Bank area? - ' (1) 



If thxB Is a Job Bank areav answer questions ^ 
througm 4 only. If thl^ Is j\ot a Job Bank area, 
swer/ question 5 only. - 



Yes NO 



^2. (Job Bank areas only) When an order Is in the 
"referral'* status, do* you allow em additional 

("one-over") ' r^fejrral for a Veteran applicant? . . - (2) 

Yes NO 

a. Mhen speaking on the phone with interviewers, 
do you use an established dialogue' and 

procedure? (2a) 

- . ^ Yes Ko 

b^ Mhen speaking on the phone with interviewers, 
is the length of the period of dialogue no ^ 

more than ^ secpnds per referral? t^b) 

Yes Ko . 

3. (Job Bank areas only) When key changes *are ^ 
recorded (i.e., wages, job address, etc.) do you 
inform ^interviewers of'^e new data when th^ 

requfest referrals on these changed orders? . \ * ; (3) 

^ Yes' No 

4^, (Job Bank areas only) Are there written control 
procedures for you to follow to monitpr trans- 
mission of documents between referral control 

and data processing? * ^ [ (4) 

. , ' ' Yea NO 

5"! (Non-job Bank areas only) When each referral, is ^ 
made, do you post the ^referral to the original 
order (if -yo^^e holding it) or else ask th^ 

order-holding staff member to post the referral? . (5) 

Yes NO 
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- PORM.B-7 
, ' ES Staff 

^ES STAFF PRE^TEST FORM , * 
DATE LOCAL OFFICE 



INSTRUCTIONS; Fill in or check answers to the following guestipna. 

I. REFERRAL RESDLT VERIFICATION/ORDER VALIDATION (Activity .#7 )^ ' 

1. Have you been trained in the other local office ^ 
functions and procedures sa as to be able to 

answer all related employeif questions? . ^ 

If not, please explain in the Comments Section 
how these empLoyer questipns are handled. ' 

2. What number of phone verifications ar^ not 
initiated until after 24 hours of the date of ^ 
appointment? 

^ .an& out of. 



Indicate in the Comments section the principal 
reasons for these, other than the employer's 
request. \ 



3. Wl^at number of referral result verification 
attempts to mandatory listing orders are not 
initiated until after 24 hours of the date of 
appointment? * 



4. i^ mailer verification used? 

If yes please estimate the following; ^ 

a* What percent of these mailers are returned / 

by the employer within 72 hours? -"^ • . 



nnfi out of 



b. What percent of- all verifications are made 

by mailer? . . , . . ^ j 

5. flow often do you record and pass on^ ref e^fral 

results; order chang'es^ and order status changes 
to those staff <members responsible for the^ 
effected order or applicant? 

i 

a. Referral Results?. . . one out bf 



1>. Order changes? f one out of 

c. Order Status changes?.. . one out of 

.103 



FORM B-7 
ES Staff 



II. COMMENTS AMD SUGGESTIONS 



9" 
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. . ^ * ^ Fom B-8 

^ > * ■ ■ ■ ' £S *Staf f 

■ . - ' - . * ' , ^r. 

ES staff' gRE-TE ST FOBM " X ^ fen^ 

DATE ' ^ LOCAL OFFICE > ' _ 

' ^ — N ^ ■ . ' r— — 



INSTRUCTIONS? Fill in or check the following questions. 



I. COUNSELING (Activity #8) ^ 

! 

How rpng haveJ you^een doinc^ counseling^^ in or out * 
of the Employin^nt ServiiKe?! ^ . . . ' . . / 

1. Do you conduct individual counse3.ing in a closed 
room, with only yourself and the applicant in the 
room (or, .at least, in a visually blocke(J area)?. 

'2. Do you set up a counseling file, separate from 

the regular application file, for each ^applicant 
who receives counseling?^. ^ . .^^ . 



4 > h 
. 1 



3. Do you perform the' following ^6r each applicant 
who receives counseling; 

a. Develop a statement of the applicant's, 
problem?. . . ^. . i 4^ . . . ^ 

b. Analyze the applicant's record? 

c. Use diagnostic instruments such a*^ aptitude 
tests, interest'inventories, and' "worker 
ttait* aptitudes"? ' 



d. Evaluate and determine the varioud^ possible 
course-of-action options? . . .'. ^. '** . • . 



e. Develop ^ plan of action? 



4. Do you havja knowledge of the following; 

a. Intra-agency and ^nter-agency resources ^and 

how to apply. the?i to ^erve the applicant? * ^. , 



b. General labor market conditions? , . . , 

c. Specifics of local trfiifting opportunities? \/ . 

-99^ 
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Years ^ 


t 










.No 




i 








No 


_ (3a) 


Yes 


No" 


(3b) 


yes 


No 


(3cJ 


Yes 


No 


(3d) 


Yes 


No 


(3e) 


Yes 


t^O 


(4a) 


Yes 


No 


(4 b) 


yes 


No 








' (4q) 



Yee No f 



FORM B-8 
£S ,St$££ 



5. Do you maintain informaticfn files with up-tO"<iate 
pamphlets? 



Yes -No 



6. Dpe3 yoUr schedule alloj/ for non-scheduled ^ 

counseling? ... ..... ' 

^ . Yes NO 

*7. When yqu send applicants to be tested, do you. give - 
them booHlets, such as "Doing Your Best in ^ 

Aptitude I'ests"? ^ \ 

. . ' • Yes7 No 

8. ifJhen it is determine?! in a counseling* fi^i^l^^^ 

that an applicant is job-ready y ^Ov V^y ^j^Qj^^^^ ^ ^ 
the referral interview? ."^^^1^ fti^hj>k 



* . ' ^ ^ y.'^r''" Yes .No 

^ • J* * ' ' " 
a. If you answered No, does ; the applicant r^Bqeive ^ 
an interview with a refei^ral interviewer on 
the same day? « \ . 



Yea^ ^o 

9.. Do you have am educational background in education 

and/or psychology? ^. 

■ . ' ^ ' ' \ Tei^ No 

10. Do you belong to any pre* fes si anal orgart.izationa^ .' 

* ' Yes No 



COMMENTS AND SUGGESTIONS 

— ^ * ' f 
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, . ' ; . ■ . ( ' - - " ' ' FORM B-9° 

' ,* , , ' * • ' • ES Staff 

DATE ' * * LOCAL OFFICE 

'I INSTRUGTIOBS: Fill in die check answers ^to the following questions, . 

, , ' I ■ ■ ■ ^ , . ■ ■ 

I. TESTING .(Activity #9) - \ . . * 

How Iptig hav$ you been administering testing?'. • • • • - 

* " ^. ^ ' ' ^ r . ' ' . Years 

1, Wti^^ you administer a test, dq,yoi| post a sign^^ 
' in the test axea which indicates .that testing / 

is in progress?^ •••••••• .jV ; • • ^ ^O.) 

' \ ^ n ' 'Yei^^NS^ 

2* Once an a^plican£ arx^iyes for a sched^l'ed test^ 

^ is tKe test always given? , . . , ^, ^ ^ ' , ^^^t 

\ T . * V " \ Yes No 

. . • • 

3: Pi^ior to administering a pai;ticular test, do ' ' 

,ypu inspect a ll test booklets for that test? • ^ • . ]_(5) 

, " Yes No * 

4^ Are- test materials upr-to-dat^e? • . ^ (i) 

. > ^ ' ^ ' wo 

^' . ■ . ■ ^ . ^ , . 

/ 5, Do you always read t$st instrutitions verbatim? • • 4 ' ^ (51 

64 Do you givi^ special attention\ta applicants, when 
^ ' ^ ^ administering the NATB or ^OLT test? - . . • / • • \ ■ _ {6) 

^ - : * / ' ' * Yes\ No - . 

X 7, Are titne limits- on tests alway s ^ s tri c tly observed? lI'^J 

• . ^ J * , ^ ' r Yes No . 

8, did you receive trainiAg for the tests which yoti . - 

have responsibility Vf or administering? (Explain 

^ in Comments section, if apprlicable) ^ • • • J :^ 

Yea NO 

il. .COMMENTS AND SUGGESTIONS ' ( " • 



\ 



ERIC 
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' • ' FORM B-IQ 

■ ^ • ' . . ■ ES Staff 

Eg STAFF PRE*-TEST FORM ' 
— ^"^ ' » ' 

DATE . ^ iOCAL OFFICE 



INSTRUCTIONS: Fill in or checlc answers tp the JEollowing questions. 



I, FItE SEARCH AND JSALL-IN (Activity #10) * 

■ ^ ~ ] * ^ 

* * » How long have you been- doing File Sear^ ^and/or Call-Ins 
for the Employment Service?, , • , , \ , , V • • 



Years 



1, . On the average, ^ how much time do ^<^u sp>^ffll Id file 

search ^BUi order? • • • • • , •''^ itcv^- ."^. • • • 

. : Minutes 

2, Is the active applicant file regularly Searched * ^ 
£or applicants who* have rjeceived no reces^t service 

.arid who'^hould therefore be reviewed "^for "possible :\ - 

futth^ey service? ,,,,,, , ,,,,,, , (2) 



Yes Nb 



It yes: 



a, gow of ten. is this search*of the file ^ • - 

* carried out? , , * Every ' * -(2a 



b. Do indivi<iu4l interviewers search specified^* 

positions of tKe active file? , • . (2b 



Cays" 
Yes No" 



c Are th^se ^pplic^nts turiied! up by filQ, Search 

^ sent a^^orfti, letter' requesting -their currer\t ' - * 

employments status aird/or interests?,' • • • • (2c 

' ' . * ' ^ ^ Yes. No 

^ , d. Are applicants that are turned up by this f ile ^ * 
search cd^tacted by phone if ^tHey do not respond 

mail? , ^ , V / ^ ^ ,^ (^d 

^ ' . ^ ^ , ' Yes ■ No 

e. If yes/ Jhow soop after the mailing?*, " ; (2e 

. ^ ' Days 

3, Do you make direct telephone referrals foar/the 

majority of call-in, applican-Ps'who are reached ' ^ ^ 

by telephone ^ J* (3) 

Yes Wo 1 

4, ' ,Do you nf^ke multiple referrals of applicants for* ^ 

professional, service' and indus^trial oj^enings? , , • , * (4) 

\^ . ' ' - * , / ■ ' . ' Yes No 

5, 'if yo^ cannQt reac^ the Ap^ic^nt when-, you telephone, 

do you attemptjto obtain an alternate phone : number 
' , f or the applicant ind t^en call this , alternate 
^ number?, , , 1 , , , - ^, , , • ^ • ^ (5) * 

' ^ - • .. , 108 . ' . , ■ ^ 
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POUM B-10 
ES Staff 



\ 



6. If you cannot reach the applicant by telephone, do you 
attempt to reach the applic^t by telegram, or by 
mail? 



Approximately how long are application cards kept 
out of the file to fulfill the fil^ search and 
call-in functions? . ^. 



COMMENTS AND SUGGESTI6hs 



Yes NO 



Days 




\- ■ ■ 



J 
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' FORM B- 11 
ES Staff 

. ' ES STAFF PRE-TEST >ORM 

DATE ' . LOCAL OFFICE^ 



INSTRUCTIOIJS; Fill in or check 'answers to the following questions. 



I, JOB ORDER TAKIMG {Actljg^ #11) 
, ^ ^J'^™* 



How 



long have you be^n^Jdoi|ig order taking? .\ . « ' . ^ ^ 



. ^i' 4/. : ^ ' \ Years- 

1« Do you have access tc^^a^/file (coiaputerize|<i 

or not) of master orders?, , \ . , \ , ^ \ , , ; \ • (l)- 

. Yes ^ No ■ 

a. If Yes, is the, file current? * J (la) 

?es" No ^ 

2\ Do you follow written jguidelines for filling, in ^ , ' 

, the order taking form? T - t (2) 

Yes No 

3. Da you follow written guidelines for filling in 

the ftee-flow narrative area on the order? , , , , (3) 

, . . , ^ ■„ ^ ■ . Yes.,.Na 

4. Did you receive training in order taking?. , ^ V - * 

f ' / i Yes ^ 



5, When taking an ^orderf t 

- . . ■ i 

a. Do you lead the employer through the job order 

f9"^?- • • 4 .... . .. . . ._ ; tSa) 

' Yes NO 

b. Is tran^criptipn from rough notes to the • 
finished form 'usually nfe:essary?, \ i ^ , , , - . t^b) 

?es" No 



6« Do'you advise employers pf the minimum linage, ElBOC, * 
requirements, and prevailing, salaries pertaining 

to the openings they seek to fill? \ . ' (6) 

Tfei" fio 



7. Do. you have written procedures for dealing with 
job orders that contain ,d(iscrimiriatory or 

unnecefssary qualif ications?, • f " . . . . - 

' ^ Yes^ No 

a. How often do suchcj^iscriminytory -Qualifications' V ♦ 
. occur (estimate)'? , - , . / 

^ * * one ouj o^ Jsvd^^_; ^orders (7a) 
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ERJC 



. \ ' poemIb-ii 

, ?S staff 

'1-^ / ■ . " ' . ^ ' ^ . ' ^ * 

9^ Do you advice employers of any unrealistic or 

unreasonahfle job requirements they may have ^ Vy 
. specified? . . • • • . \f . . . ; ' • • ^ 

' * ^ ^ Yes ^ No (8) 

9. Do you pass on significant information, requests p 
and complaints from employers to the employer 

representative? ' (9) 

a. Estimate the approximatfe number of employer 

complaints during the last wieek • . {5a) 

10. Do you inquire if'employers may be willing to * 

accept trainees foa; an opening? j {10} 

\ ' ' yes No^ ' 

Answer the following only if your office has a JolT^Bank: 

lit a. When the orders which you Have taken first 

appear in Job Bank,* do you check them for _ ' ' 

errors? , • , , , J (11a) 

Yes No 

b. If yes« estimate the > approximate number of / 
^ orders in error during the last week«. . . • (llbl 

il. COMMENTS AND SUGGESTIONS ■ 

V ^ • a i 

. . Ill 

\ , .-lOS- 1 ot -f ' ■ 
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ES Staff 



er|c 



ES STAFF PRE-TEST FOBM 

— ' : — - 

DATE • ' . L0<SAL office 

INSTRUCTIONS: Check the ^ans^?ens to the following question! 

i; EMPLOYER SERVICE (Activity #12) 

' ' ci* 

1* , Is there a written current overall plan of goals' 
.-and actions for tlie employer dontact program 
^hich defines the approacfh and techniques to be 
us^d and number of employers to be reacheri?* , * * 

" 2, For each sizable employer, is there an individual 
file with adequate information and a i^itten plan 
(based oti resources available to this facility,, 
need of the particular employer * etc*)? 

* ^ ' I 

3. Does a comprehensive and cyrrent tickler fiXe 

exist for scheduling visits? * , * , * ^ * 

4^ Are illegal*, discriminatory or problem- causing 

^employer practices always identified? 

^ ' / 

5. Does your LO juse the Job Bank?. 

If you answered yes, are the following reports 
used: 

« 

a. Closed Order Summary? ' 

b. Order Verification*? 

c. Applicant ^Hiring Patterns? * 

d. Applicant Characteristics and Referral Results 
Analysis? i ^ * 

e. Emplbyer Order History Book? ^ \ * * *\ ^ , * 
f * Employer Order History Index ^y Occupation?. . 

6^ Is en^loyer. information disseminated via: 

a. b^rieflng sessions with supervisors after 

visits? .t- * * * 

b* ^ Issuance of weekly staff bulletins?* * . 1 * * 

c. Maintenance of bulLetiif boards throughout 

the area covered?. **\* * 

' \ 112 
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s. 


\ 


* 






* 

(1) 


- 


No 

- 




Tes 


NO 


■IS ■ 
(3) ' 


Yes 


NO 


(4) 




■ NO 


(5)' 


Yes 


NO 


<-5a) 


Yes 


Ko 








{5b) 


Yes 


NO 


(5c) 


Yes. 


Mo 


(5d) 


Yes 


NO 


> 

(5e) 


Yes 


NO 


• 

' (5f) 


Yes 


Ko 


T " ^ 

{6a) 


Yes * 


No ; 


{ 

{6b) 


Ves 


Ko 


. {6c) 


Yes 


Ho 


1 



POSH B-12 
ES Staff 



7. 



Are current publications and economic data 
available 1:o the Employer Hepresentatived ^or 
research to aid their contacts? 1 * * 



8* During the past year have 
innovative approaches been 
^ new Accounts or 1^ get cur: 
additional Job oMers that 
of the occupations^ in which] they provi 
ment? 



10. 



11. 



12. 



y new stQps dr 
ntroduced ta attract 
nt users to /submit 
oyer a f ull^pr range 
employ* 



List and briefly describe any sut^i new 
steps or innovative^anproachesi 



Do you wri^e the report t>n a vis^^ to an employer 
inmiediat^ly after the visit?. 

Was there adequate lead-tim? be^tween the 
scheduling of the visit, and thjfe actual visit 
date itself?. o - . . 



Are you able to emphasize the priority programs 
of interviewers on yotur visits to employers?. . 



Do you receive con^laints from ^ployers about 
their receiving job development calls?. . . < 



a. If you a^nswered Yes, please e3timate how 
many complaints you have received in the 

past 6i months ^ 

(In the CQmments Section please note the 
nature of those coii^laints-) ^ ' ^ 



(7) 



Yes ' 


No 














(8) 


Yes 


No 












> 

r ' 










Yds 


No 




''"^ 




aoy 


Yes ^ 


1 




Yes 




(11) 


Ro — 








(12) 


Yes 


No 








(12a) 



II. COMMENTS AND SUGGESTPONS 
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ES STAFF PftE*TESTr FORM 



DATE 



FORM fi-13 
BS Staff 



LOCAL OFFICE 



I. COMMtmiTt SEHWrCE (Activity #3 3} * ' 

^ * *' * ■ 

1. ,What is (q^re) -the most useful kind of public relations 

material ot) file- for response to- comntunity questions -about 
the Employment' Service? Indicate which you curirently have 
on filev . ' ' 



II. COMMENTS AH1>. .SUGG EST lOMlB 

— '■ '■ r? 



s 

6" 
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FOttH C: LOCAL OFFICE MAUAGBR PHB-TEST FORM 
. Description In Brief 

Who Fills In; The loqal office manager <inf ormation on 

some activities may have to bo qbtained by 
the local office manager from ,the central 
' f office) . 



When; ' 
Measures: 



Once/ during the survey week. 

The qualities of the specified local office 
or central office activities. In addition, 
Form c contains questions on certain office 
statistics and general operational data- 
(e.g./ staffing, area unemployment rate, 
etc.) 




\ 



\ 



FORM C V. \ 

lACal - Manager/siger visor 



LOCAL OFFICE MflNAGER-^RE-TEST FORM 
' — : u — ' 



DATE 



LOCAJ. OFFICE , 



INSTRUCTIONS: Fill in answers to the following questions. 



A. OFFICE STATISTICS 



1 

1. , *HoW many positions assigned to ES (Title' III only)? i positions \ 



® Wh^t .is current unemployment rate in the local 
area (ci^y or county)? ; . . . 



o Elor your area, how have Major Market emplc^ers 
been identified? ^ ^ ^ . 

establishftients of over 

• jSoK many tlajor Market employers in your arQa?^« . 

# How m^h^^ Of the Major, Market employers use 

the ES? ; 



^2* Indicate which Job Bank reports you receive^ 



\ 



, emp^pyees 



3. For Non--Job fiank 



^Select^ atr random, 2& open Job OrderaT. con^ile for eac^ 
Referrals r * Openings, etc. on- the form following. 



< ^ 



4. Please attach an organizational chart for the local office. 
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^ FORM C ' 
Xocal M^nager/Superv'llor 



LOCAL OFFICE MAN&GER PRE-TEST FORM 



DATS 



LOCAL OFFICE 



Ho. of 



Order Taken "Uo. of . No. of. No. of 

On (Date) " Openings Referrals Made Placements Made 



Referrals with no 
verified result 



10- 



15- 



20- 



25- 



30- 



- - T 



V 



4 ^ 
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FORM fc 

Local Manager/Supervisor 



LOCAL OFFICE MANAGER PRE-TEST FORM 



DATE » * LOCAL OF?ICE_ 

INSTRUCTIONS: ^Check the answers to the following questions. 



I. RECEPTION (Activity ftp" ^ . . , 

1- Id the location bf the receptionist placed go that 
, , all persons entering the local office must pass the 

reception desk?. . . < . . (1) 

Yes NO 

2. Is the reception area welcoming? - (2) ^^ 

. ■ . Yes No 

* ^ 

3. Is the reception area well equipped with pamphlets 
on ES serviods^ftd on other agency services? - - - ^ (3) 

4. Are new applicants informed 9f: « 

a. Jis? . (4a) 

Yes , NO 

b. Job" Sear,ch Library? (4b) 

'c. Other services provided by E^ ^ (4c) 

Yes No 

d- Veteran Preference Policy? - - . - (4d) 



e- UI claims possibilities? - - - - ^ -(4^) 

f- Current .labor market" information? {4f) 

^ Yes No 

g. Other (please indicate)? - - - ^ {4g) 



5. What form does the above orientation of new 
applic^ts take? 

a- Verbal?- . . . , ; , (&a) 

Ves' No 

b. 'PamphXets? . • (5b> 
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Yes 


NO 






Yes 


No 








No 


Yes , 


NO 


yes 


No 


Yes 


No 


Y6S 


NO 


Yes 


No~ 


Yes 


Wo 


Yes 


No 




NO 


Yes 


NO 



FORM- C" . 



c. Film strip? 

d. Other (please indicate)? 



Yes 


No " 


Yes 

* f 






Yes 


NO 



a. Are there visual aids and/or examples of 
completed forms to assist the applicant? 



b. Are ±here sufficient facilities available for 
the applicant, (such as convenient desk space ^ 
pens, eta)?. . .. , 



2.. If partial applications are taken on the following 
"appli^cant types, check "Yes"; if fiill applications 
or no applications are taken, check '*No": 

(If your parlji^l applications differ from the ESARS 
description, please explain in the Commits section 
. jbelow^ • ^ 
■ ^ . 
^. Applicants who choose to lise the JIS? 

* b. Youth s^i^king only suimner work? , 

c. Transients?* • • . . . 

d. Casual labor workers? 

-H3- 4 of 14 



Yes NO 



6. Is a tally kept of everyone who is received? . * . 

7. Is a list of interviewing, cotwiseling and testing 
appointments main^^ined on a daily basis?* ..... 

CCWIENTS AND SUGGESTIONS . . '* ' 

APPLICATION TAKING (Activity #2) " 

1. Is the self-application method used wher^ the 

applicant is capable? 

V ~ ■ V * Yes No 

If you answered yes: ^ 



Yes No 



Yes No 



Yes 


No 


Yeg 


NO 


Yes 


No 


Yes 


No 



?0IU-1 c 



e. Domestic day workeSrs? , , , (2e) 

?ei~ So ■ 

Applicants referred to a job opening on their 

first ^isit to a local office? . , ^ ; (2f) 

Yes 'Ho 

Persons visit^ing the local office only ^f 6r 

testi^fig qh Specific" Apt^tudfe Test .Battery? • (2g) 
■ ' Yes No ^ 

^, Applicants on temporary layoff with apparent 

employer- attachment? / . (2h) 

^ Yes No 

^" If full^ ^applicatidns/arfi^ taken on the following 

applicant types, check)"Yes"f if partial , # 

applications or no applications are taken, check 
••Ho"; . . . 

a. Ve^ran? (3a)' 

Yes iio 

^% ' ■' ' " ^ ^ " ^ 

, ^ * Dis^yemtaged? ^ (3b) 



c* ^Handicapped? (3c) 

YesT' No ' 

d. Applicants who need additional service?. . , (3d) 

, . Yes No 

e. Applicants v^th skills usually in demand for 

which there are no current openings? • ^ ^ (3e) 

' ' Yes So 



4.' I's there a periodic review of the application cards 
on file (or a sample^ of these) to insure aij overall 

adequate quality? • ^ (4) 

Yes No 

COMMENTS AND SUGGESTIONS 



'XX,. REFERRAL XNTEBVXEWXNG (Actlvity^#3) ' : 

1. Are referral interviews conducted In an area thXt 
Is well-lighted, free of distracting, noise, and 

well-spacfed (oa: partitioned)? 4. . . . ^ (1) 

\ Yes No 

2, ' DO referral Interview supervisors receive dall;^ 

reports of referral results. for this unit? (2) 

. - ?ei" Ho 

^ / 120 
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EV. 



ERIC 



a. If yesj^'do they use it to monitor operations?. , •■ Ua) 

■ ' ■ ' . n ' ■ ' ' ' ■ • ^ 

3. Do Job BanJ<^ listings arrive on time? ....... ._ (3) 

. ~ ' , ' Yes 'No 

a. Please. ^stlma.te how many tunes in the past year 
these listings were Jtot available at the staart 

r ' of the day? - . ^ . ' (3a) 

^ ' Times 

4. How many order lists or viewers are available for 

referral interviewing? - t^) 

^ , " List/Viewers 

a. How many people normally perform referral 

int,erviewing?f . . . ^. , , - , {4a) 

^ People / 

.■> ■. * ■ ■ ' ■ ■ 

5. What % of job openings are filled from using job. ^ 
ordei: forms? . . .. ^ ^. ^. (5) 

COMMENTS AMD- SUGGESTIONS ^ 

* 

y 

' JOB DEVELOPMEMT (Activity #4) 

1. ^e^Job Development qontacts noted on a Record of ' 

Employer contacts? - - . (1) 

i Yes No 

a. If the above answer was Yes, how many Employers „ 

were^ contacted in lyie last calendar month? . . (la) 

2. Taking a random sample of 25 application cards 
fxom various^ sect^ns of the active file, how ' 
many of these card^indicate that job development 

has been performed?^. . ^ »- (2) 

eo^lMENTS AND SUGGESTIONS • . 

« 

JOB INFORMATION SERVICE - JIS ^Activity #5) 

1. ^ Do you have job listings ir^ JIS? . * ^ (1). 

If the answer to the above is "No", skip to Yes No 

Section VI. 

-2., How are listings of open orders sequenced: 

a. Alpha by occupation title? • {2a) 

^ , . Yes NO 

121 
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FORM C 



V 



b. Alpha by location? ^ i . * (2b) 

Yes" No 

^ ■ ■ ■ • o» 

c. Alpha by occupation title and salary?.' ''."sv . . . : - ' , {2c) 

' ' ' ' ^ " ' -.563" So 

d. - other (please indicate briefly)?^-. , (2d) 

3- Are schools and commmiity ^agencie^ receiving "6urtent 

job listings?. . * ; - ^ " . * . . ^; *V ^ . . . ^ « . , ' . ^ (3) 

. ^ " Yes No 

a. If 3!:es, how oft^h are these^ materials se'nt to . 

these orgaYiizationsj; daily? weekly?^monthly?.' , . (3a) 

, . f - Specify 

4* Do these organizations bring their clien1?s or* *" - ^ 

student:? on visits to the local office?. . * * * - * ^ (4) 

. ^'^ ' ' \ ' Yes^ No . 

" a- If yes, when did the last such visit occur?. ... ^ 

■ . ■ . '(4a) 

■ . h ' ■ 

5- po yau cheqt on applicant^ who have had multiple , ^ " 

referrals ^om the JIS without placement?. . . . . (5) 

Yep" Elo 



6. Js one or more .persons assigi^d to monitor the JIS? . ^ . , v- (6) 

• Yes" llo 



6 



COMMENTS ffHD gUGGESTIOHS 



VI. REFERRAL COHTRQI. (Activity #6 )' - . . ^ ' *, 

i. What is the peak number of refetr^als approved per - 

day? . - ..-.-...> g . . (1) , 



Referrals 



a. ^On these peak days^ how many people^ work oit - 
^ * referral control simultaneously? \. ..... . ". -(laj 

■ ' P*opl^ 

b. If more than one person works on referral 
cpntEol^ is each individual respotisi'ble for" *. 
different i^ections of the listing o£ open ' • 
orders?- - - . - • i ^ (Ih) 

Ves Wo 

2. Does thfe^ supervisor periodically evaluate' . . 

postings for legibility and accuracy? (2) 
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2, Are emplbye^rs regularly contacted regarding;. 



^ Yes No 



^' ■ — ■ . 



- ■ ^ ■ ' ' ' „ - - \ 

. ' ■ . . ' . ,123. s 
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a, If yesr, liow often? . (2ay^ 

J. Are'^ forms used for "change control? ^' . ^ ^' (3)' 

* „ ' Xejs No 

4.^ Are key changes^ to job orders (changes of wag? 

rate, employer address, fete. recoi^ded hy referral ^ / 

^ jcontrol* staff , so they can ipform intervie^wers 

who request referrals on such^ orders? - . (4) 

; / Tis" No 

5; Is an audit periodically' performed ^o compare* 
the interviewer number (station and desk) of 

each interviewer rSquestting a referral with the ^ ' 

* interviewer number listeii on the corresponding 

^ ES Applicant* .Refe^rral form? (5) 

1 ^ ' ' Y6S No 

^ a, If>yes,^ ftow often is /such /an audit performed?, , ' ' (5a) 

COMMENTS AtfP SOGGESTIOWS . . \ 

^ ... • 

/ 

. ^, ■ ■ . ■ J , . 

''II, REFERRAL RESULT VEjga^ECATION/ORDEP VALIDATION (Activity #7); 

. / -1- What % of referrals reiOAin unverified 24 hodrs ' . 
\ . . Ufter th6 date of the appointment? • ^ ' fl) * 



^a.* Aged orders? - , , - * (2a) 



b, /Orders in oth^r than open '^states?: , ^ (21?) 

c. Orders containing i^verified ref^'i^rals? ^ . (2c) 

^ , " • ; ^ ^ ' ''"-V - ^ ' Yes NO . / 



MFc^r each\YeSf please indicate how often) 

3. Do *you follow an establishecJ proceduj^e that 

Vj^sures that, all ^veri£icati0ns and validations .ar^ " 
coordinated 6y employer ,to mlnimiie the ^u^nber ' ^ 

b£ calls to the, .employer?* *^ ' * , * * ■ (3) 

Yes No 



4. Do referral i^nterviejiJers and/or cojtinselo::s normally 
verify the results of their referrals? 



Yesi NO 

JOB BANK AHES OlfcYl ^ . f . 

5. When an order goes into referred status j is ffl 

employer contacted and asked if he will dccept more 
referrals? • . • • ^ ^ ^ 

; ' ^ ^ Yes No 

' a, yes, who contacts the employer? ^ \ ^ 



6- Does the verification group have: 



a. Complete* record^ 'Of the ^ployer's job orders 
and associated referral transafctions?. . . • 



b. Employer telephone numbers readily available?. 

" . ■ * . ' ^ 

COMMENTS AND SUGGESTIONS 



Yes No 

■ 

Yes No" 



V'll. COUNSELING (Activity #8) 

1. When it is determined, that an applicant will 
require several c6unseling sessions^ is the 
applicant assigned as caseload to an individual 
' ^J* counselor? t - " 



7 , 

2. Do cdiinselors have at least the State's minimunkia/" 
required^ on-the-job training? ' 



Yes No 



Yes No 



COMMENTS AND SUGGESTIONS 



ixf TESTING (Activity #9) - . . ^ . * . 

1. Do you use separate rooms for apparatus and paper 
and pencil testing, or are these tests adm^-nistered 

' in the same room at different times? . 

■ ■ ' Yes No 

2. ^ Are all testing areas without telephones?. .... . ^^.^^ 

Yes . 

124 , 
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3. Are all tests and Instructional materials ^(e.g., 
' forms, booklets/ scoring Keys, e^.) always kept 
under loclJ and key? - ^ (3) 

Yes ' iJo ^ !- 

A, Is an inventory of restricted ^est materials taken 

at least once a year?, . . ^ \ , , (4) 

Yes No ' 

5, Do the/following maximum ratios characterize your 
local office; ^ \ j - 

a. One test a^^ministrator to 10 examinees for 

BOLT and GATE pencil and paper tests?. . . . ; • ; (5a) 

Xes No 



b. One ^st administrator to 6 examinees for NATB 
tests? . 



Yes No 



c. One test administrator t0 5 examinees for 
apparatus tests? ^. . . 



Yes No 



Yes NO 



(5b) 



(5c) 



6, If needed^ are tests administered in languages 

other than English?. . ......... /. (6) 



7. Is the scoring of tests' dpne more than once? . . . , - (7) 

^ , Yes Ijo 

If you answered Yes: - 

a. Are they scored by different individuals?^ , (7a) 

No 

8. Are test record cards for an applicant* retained for 

at 16ast 3 years?. ^ . . * . , . (8) 

Yes No 

9. Are test papers for applicants whQ are 40 or more 
but less than 65 years of age, retained for at 

least 1 year? : , (9) 

^ ' Yes No 

10. Are up-to-date research reports on the development 
of specific tests made available to employers and 

to staff when requested? . . ^. (10) 

' Yes No ' 

11. Are SATB tests always given to the applicant in ^ 
time for the results to be used in the selection 

for the job for wliich he was tested? . . ^ . . -. . . (H) 

' - Yes No 

^ ■ * 

COiMMEWTS AND SUGGEgflOMS . 
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FILE SEARCH AND CAJ.I."IN (Activity $10) 

A'- ■ 

1. Are veteran's applications given the first pass in 
file searQh?,,. 



Yes 

■ r . ■ 

2. Are active applicant files reviewed at least onbe " ^ 
a month for removal of the cards of inactive 
applicants?. 

5es" 

3# Is the telephone used to contact applicants? . . « • 



Yes 



If you ^answered Yes: ' 

a* Are call-In contacts made after business 
hours? ..... . 



b. m^at proportion of the call-in atteii]i>ts are 
made by phone? 



4.' "^is telegram or mail service used to contact 
applicemts?* ^ . « . . . . . 



c. Do you request the applicant to promptly con- 
' tact the local office? 

5. Are application cards poste^i with the call-i^ 
information and what the applicants response 
was^ if any? «... 

COMMENTS AND SUGGESTIONS 



, 1 ., 
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Yes 



•V, 



Yes 



If you answered Yesj 

a. Do you send a "form" letter? ,. ^ 

> .. ." - Yes 

b. If the applicant if^bein# contacted for a job 
referral', do you stress' that a referral to a 
.specific job is being considered?. ...... . * 



Yes 



Yes 



Tes" 



XI. • JOB ORDE^ TAKING (Activity 011) 

t 

!• -Do tight control procedures exist to prevent loss 
of orders? . . , % . 



(Explain below in Comments and Suggestions) 

Answer the following only 4^ your office has a Job Bank; 

2, Are all orders submitted to data processing by the 
. close of business eath day?^ . . . 

If eicplain be^ow in Coimuervts an<3 Suggestions 
COMMENTS AND SUGGESTIONS 



XII. EMPLOYER SERVICES (Activity #12) 

1. Are steps taken to insure that all covered Federal 
contractors regularly list all their openings t^ltb 
the ES7 



a. How many new covered Federal contractors havp 
listed* openings with the ES in the la3t three 
months?. . . . . / I \ -4 . 







FORM 






(1) 


Yes 


NO , 


t 

- 


i 




(2) 


Yes 


No 








' (1) 


Yes 


No 




(la) 


(■2) 


Yes 


' No 



2. Is current comprehensive employer information 
available (6.g.^ files of active ^ inactiv^e - 
, employers by name)?. . . 

' . y 

^3. Is there an 'active and current program to canvass 

^ employers for job openings? ' (3) 

^ ' ' . Tes^ Wo 

a. Approximately how many employers were .contacted 

in this fashion in tt^e last three laSffths?. . . . (3a) 

' . ^' 

4. Do referral interviewers and order takers hav^ 
access to and use the employer representative's 

employer files? ■ . . , (4) 

. / : - ■ 

5. Is each employer you deal with assigned to a 

^ specific employed representative?. ......... . (5) 

r- ' Yes No 

6. How soon after an employer representative's visit 

%o an employer is that information made available ^ 
^ for general distribution via a debriefing session? , | (6) 

-121-. , of .14 127 ^ 



Yes NO 



" ■ -A 

■ . - ^ v ' *. " ^ ' POTM C 

I f 

■^^ . - *■ 

7. Are interviewers actively coHtii>ually 

^ encouraged to, seek out the information developed ^ 
by visits to 'Employers by the employer repre- 
sentatives?*.' r - - ' (7) 

Yes No 

8. Do\individuals doing job-ordor taking and referral- 
result verification regularly receive the , 
infSrmatioh develop from employer visits by ' 

employer representatives? , (8) 

Yes No ' 

COMMENTS A>TD SUGGEST IONg> . - i . 



X*II. COMMUNITY SERVICES (Activity #13) 

1, Do you provide regular radio broadcast announc^*- 

ments etnd bulletins? , |. * . (1) 

; Yes No 
^ ^ \ 

2-^ Do you provide regular television broadcast aimounce- 

ments and bulletins? ^\ / . - . .^V • * * (2) 



y 3. Do you provide regular newspaper advertisements? V . , _ . . (3) 



^es^ 

Yes ' No 



4, lioes the community Services represent^ive make 

regular labor market and economic inf^OTiftatibn ^ 

mailings? ' , . , . . ^ ^ (4) 

Yes No 

' ^ ' 
5/ Do ypu receive and accept speaking requests from 

the community? . - ^ (5) 

Yes No 

> . ' . ^ . ^ ^- -.^ ^ 

^^^\6. Do you initiate/sQhedule presentations to various 
groups, describing ES programs and labor and 

economic conditions ? \ (6) 

r 



Yes No 



7. Number* of speaking engagements add presentations 
during the past year.. . , 



8, Is the ES represented on Uije local Manpower 
Council? 



' (7) 



. slci 



(8V 



Yes No 



9* Do you train government, s<Qcial agency and 
community* agency personnel in ES programs and 

operations?. * T * , . . * , , (9) 

Yes No 

1 o 128 - 
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If Yes, what is the 

a. Approximate number of Individuals trained in 

the past year? • . . 

10. Aiie you In contact with the labor unions In your 

^ea?. \ ^ 

Yes No 

^. If yes, what nuiober have been contacted In 

the past month?. ." ^ . . . 

COMt^NTS AND SUGGESTIONS 

■ * 



(9a) 
(10) 

(10a) 



/ 
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d. FORM D: APPLICANT FORMS 



Who Fills In; 



When: 



Measures: 



n\in 1 



D-2, D-3) , 
Descrlptlon\ln Brief s 

A representatsive number of applicants who 
have received^ervice -^rom tne local office-* 
The Applicant itorm Distribution Chart, which 
follows, indica^s how many of each form type 
are to be made available in each of the four 
specified areas ea^c^.day. 

If the stock of f&rm^xin an area is exhausted 
before the end of the^<^y, no more are to be 
added until the beginniiia of the next day; but - 
that amount is to be adde^ whether ^orms are 
left from the previous dayVor not. 

Immediately P^ior to dep^rtitig the Local Office. 

The quality jof cfertain Local Office activities. 





+ • 

♦Applicants are asked to fill in these fonos on a-volunt^y ^ 
basis by the persons serving them at the Referral ' Interviewing, 
^ Counseling, Testing or JIS areas. 
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APPLlg^ FORM DISTRIBUTIOM CHART (FOR FORMS D-l, D-2, D-3) .v 



INTERVIEWER 
(FORM D-1) 


MONDAY 


. TUESDAY 


WEDNESDAY 


THURSDAY ' 


. FRIDAY 


-i 

TOTAL 


160 


23 

' — 


25 


25 


25 


/ 

200 


COUNSEIOR * 
(#ORM b-2) 


■'35 


10 


' 9 


8 


8 




TESTING 
(FORM D-2)' 


5 


2 

f 


1 


1 


1 




JIS 

(FORM D-3) 


25 ' 


7 


6 


6. 


6 


50 


t 


165 


• 44 


41 


40 


40 , 


> 

330 



-i' CO 
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o - FORM D-1 * 

Applicant 
* Control #1 



* APPLICflflT FORM 
DATE LOCAL OFFICE 



INSTRUCTIONS: Fill in or check answers to the fQllov^ing questions* 



1 



SECTION I (Activity 01) 



pid you talk to a person at the reception desk? ^ 

If you answered No, skip to Section II, Yes 

* ^ 

1. Emj long did you wait to talk to the person at [ 

' the reception desk?^ (1) 

mmures 

2. Wefre you given a reasonable estimate of the time 
you would have to w&it to talk to the person 

at the reception desk? . (2) 

Sis" - No 

3. Was the person at the reception desk frientHy? , . , ^ ' (3) 

^ Yes ^ No 

4. Did the person at the reception desk help to 

direct you to the right service? ^ (4) 

1 . Yes No 

5. was it easy to find where to go in the office? , « . (5) 

Veis- No 

CT. If the office had signs^ were they easy to read 
and did they give directions that were easy 1:o 

follow?, , V . , . , (6) 

No Signs Yes No 

■ ^ 



ERiC 



SECTION II (Activity #2) 

Did. you fill out part^ of ^^ur own application card? . 

If you answered No, sitip to Section III, ^ Yes No 

1, Were there samples of filled-out forms? (1) 

: Yes No 

2, If there werre, were they clear and easy to see? . _ (2) 

Yes No 

3* Was the application card itself easy to. read and 

fill out?. * , • * (3) 

"^26- 1 of 3 



FORM D-rl 



4> Was help available td you when you filled out 
your application form? . ' 



5. How lpng*did you have to wait to have your 
.application card completed and reviewed? . 

* 

6» I Was thfe area provided for filling oUt youir 
application card comfortable? 



7* Was the area well lighted? . . . . 



(4) 


Yes 


No 

(5) 


iS tnin. 
or less 


Over- 15 
MUutes 

(6) 




No, 


5e?~ 


, <,^)- 


No 



SECTION III (Activi^ #3). 



Did you' visit with a job interviewer? 

If you answered No, skip to Section IV. 

1. How long did you wait for the person doing job' 
interviewing? ; 



2# Did the interviewer understand what you were 
looking for? 



3# Have you used the KmpJ^oyment Service before? . . , 
4. Would you return to the Employment Service again? < 



5. Did the interviewer encoutage you to call him or 
hek: if" you have any questions or problems? . . . 



6. ^Were you referred to a job? , . . 

If you answered Yes; 

a. Did the interviewer discuss w^-tlv^ou the 
arrangements made with the employer? , . 



/ 



b» Did the interviewer instruct you to report 
the results of the job interview to the 
local office? 



Yes No\^ 



Jl) 



15 Mil, 



Over 15 



C. 



Weref you given a referral slip to take to your 
job interview? . . . • ^ • • . - 2*3^ • • 



Yes 


No 




No 






Yes 


No 


5e?~ 


■ 

No 


Yes 


No 

f 






Yes 


NO^ 


Yes 


No 


Yes" 


n5^ 



(2) 

(4) 

(5) 
(6) 

(6a) 

(6b) 
(6c) 



4__ .. 



FORM D-1 



SECTIOtlMV ^COMMENTS ANO CHARACTERISTICS 



Tl^e person completing this^form is/ 



male 



female 



; under 21 



21-40^ 



over 40 



no 



Employed? yes ^ 

Present or ladt job held {title) 

Weekly salary^]] ' 

Jd!) desired^ (title) 



Why did you use this employment Office? Check -- all that apply; 

t ■ 

#?need a job ^ ^ ' . 

want to find a better jo b 



• to pick up an unemployment check - 

• recel^d a, card to come in 

• received a tele|)hone call to comd in 

• came in with a friend 

• was in the area and decided to. drop in^ 
Other- 



\ 
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^( FORM D-2 . 
Applicant 
Control # 



APPLICANT FORM 



DATE 



LOCAL OFFICE 



INSTRUCTIONS: Fil^v check answers to the following questions. 



SECTION I (Activity #8) 

bid you talk to a counselor? 

U£ you ^answered NO/ skip £0 ^eOtion II. 

1. How long did you wait tor 'your counseling 
interview? \ . . , 



2. Did the counselor help you iit your atten^t to 
get .a job (op 'training)? . . . . * ^ * , ; * , 



, 3. Were you sent to be tested? 

If ' you answered No, skip to Section II. 

^/ s^.' Did the counselor explain to you why you 
needed to be tested? ' . . * * 



Yes No 



^ (1) 



ISi^ltt. Over 15 
otl&as Mtn, 



yes No 



Yes No 



Yes No 



.(2) 
.(3) 

t3a> 



SECTION II (Activity #9) 

, Did you take a test? ^ . 

- If you answered NO/ sk^p to Section fiX. 



1^ 



ERIC 



1* . While you w^re being tested/ was the t^st 
area free of noise and distract;ions? \ , . 



2. Was therd good lighting in the test area?^ 



3. Was the temperature comfortable in the 
test area? \ 



4. I>id the test administrator explain the 
purpose of the test to you? 

5. Di<^ the. test administrator check your 
practice questions?* * . .-^ . * / * . * 



6* Was a test administrator avail^U^le to answer 
questions while you were being tested? . * 
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Yes 


NO 


Yes 


No ■ 






Yei" 


■ Wo~ 


Yes No 


Y«^ 


No 


Yes 


NO, 


Yes, 


No 







(1) 



(3) 



(4) 



(5) 



(6) 



1 



^ ^ FORM 



■ ir 



7. If^ you Used a 1:est booklet, it clean^with 

no marks?. ]^(7) X 

V * Yes Wo 

^ " ■ ' ^ * . 

8. If you used a typewriter ^{6r other test 

equipment) did you find it in good condition? . ^-^^ • (8) 

■ ' V Yes N6 ■ 



SECTION IIL COMMENTS AND' CHARACTERISTICS 



"T" 



The person completing this form ist 

male female ; under 21 ' 21-40 ov6r^40 

Employed? Yes^ ^ No ^ , 1^. 

Preserit.pr l^t job held (title) ^ 

Weekly salary . 



job desired (title) 



Why di(? you use this employment office?. Ch^Ck ^all that apply: 

# need a job ^ ^ * - 

9 want to find a better job ♦ , * 



« came to pick up an unemployment ch'^ck 

® received a card to come in_^ ^ 

* received a telephorie cal^l to come in 

© came in with a friend 

e vjas in the area and decided to drop in 



• other '_ I 

: : : . 4 
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worn D-^ 

Applicant* 
Cdntrol ' # 




^^licAnt form 



DATE , \ . . . . ,\ * LOCAL CtfTICE- KftME 

j^PlXl^io-.or ^fteck answers. to th? fol'liawing' questions; 



INSTRUCTIONS 



SECTION I (Activity #5) 



1- Did you find the are^ well lighted?* \ * \ ^ . ^ . ^ / ' ^ . (1) 

^ ' . ' ^ ^ - "\ * ; ^ Yes No 

^jt . C' : , V , ' , .... 

, . a. Did you' find the area pleasant?. ..... i . . j .(la) 

. • - . . , ' ' ' ' Yes m 

2«: Did you find- the material you wanted?^ ' , .__ [ <2) 

'V; •'■ * ; • , . , \ - ; Yes NO 

.3. were'vou able to write a jab selection with no, > 

trouble? . . (3) 

, " * ' Yes No^ 

1* r. * flu ^ 

■4, Would you return to use tiis service again?,- ;^ . . , > _j (4) 



5. Was there someone availa|} Le to answer^ 
questions? . *i ir * - . , 



Yes H9" 



Yes NO 



Yes NO 



Which materials? 



/ 



(5) 



6. Did you notice, other materials besides the * \ ' * 

printed job listings that might be useful in / - . - 

your sear clf for a job? ^ . . , \. . , . . ' - . .(6) 

. ^ Yes NO * 

a* If you did see other mat^ialSi. ^ r V 

did J^ou use them?.^ ^ (6a) 



7. * Did you use any job listings?^ , , ^ (7) 

^ fi Yes. No 

If you answered No, skip to Section II. . \ 

s. "Did you fii^ that the job listings were e^sy 

to read?. , t ^ , ._ • (7a) 

■ . ' Yes NO 



FORM D-3 



Was the list of jobs, cl^tarly printed so that 
>you could easily read them?. . 1 ..... * 



Yes HO 



Were tfia 'descriptions of jobs easy to 
understand?. . ^ 



Yes MO 



{7b) 



1 (7c). 



SECTION II COMMENTS AND CHARACTERISTICS 



The person completing thi^ fbrm is 
jttale . , f^ale ; under 21_ 



?l-40 



over 4 0 



Employed? Yes ^ ■ * No^ 



Prqsent or ^ last job held {title) 

^Weekly* salary {optional) ^ 

job desired (title) 



Why did you use this employment office? Check al^l that applyt 

• need a job_ . , v. . . 

• want to find a better job 



• came to pick up an unemployment check 

• received a card to come in 

• received a^ telephone call to bome in 

• came in with a friend 

• was in the area and decided to drop in_ 
® other J ^1 * - ' ' ^^jjj^ - \ 



)-TT 



ERIC 
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FORI^ E: EMPLOYER PRE-TEST FORM 

Description In Brief 

Who .Fills Inz A representative numbdr of empl^ers who have 
listed jobs with the ^ocal office or the;job^ 
^ Bank serving the local office. 

When: After receiving a* letter from the local office, 

requesting their assistance. 

Measures; The quality of certain employment service 

activities performed either by or for the 
local office. 



Note) 



This section also ii^cludes a SAMPLE Ei^LOYER 
LETTER to explain the *surv^ week apd xhe 
questionnaire to the employer. 
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SAMPLE EMPLOYER LPT^tER 



Dear Sir: 

The State Eroployment Service is assisting the United States 
Department of Labor to develop new standards for serving 
employers and job-seekers. When these standards are 
established, they will be used throughout the country by 
all State employment offices. 

The purpose of this letter is to ask yoUr assistance in 
this effort, as a present or past user of the employment 
service. You cari help by reviewing the enclosed ordedr for 
a job which you have listed with our office, and then com- 
pleting the attached questionnaire. For your convenierTce, 
a stamped, addressed envelope has also been enclosed for 
forwarding the completed questionnaire to the £. FT^ Shelley 
and Company who are consultants to the S. Department of 
Labor an<i are responsible for conqpiling^^the questionnaire 
responses. . ^ 

Please feel free to contact me, if you have any questions. 
Thank you for your kind assistance. . 



Office Manager 
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Employer 



, EBiPLOYER PRE-TES*r FORM 
/DATE * ' ' LOCAL OITPICE 



NtHSTRUCTIOHS r Please check the answers to Iphe following que4tlon3, 

referring when neceissary to the attached copy of a job 
order vj^ott^jregis/tered with the Employment Service (ES) . 



I* JOg ORDER TAKIMG (Activity #11) 




^* Does the jpb order truly reflect your occupational 
needs and requirements, with full information on 
job description, comjiensation, hours, etc? • * • • (1) 

2& Is the job order; 

a. Clear and concise? _ _ (2a) 

b. Detailed?.'* * * * * (2b) 

Xes No 

c# Accurate? (2c) 

p d* ^Complete?* . * . . ^ • (2d) 

3. Was the ES order taker knowledgeable in other 

ES functions* and able to answer al4 your questions?. (3) 



7 



4. Are phons numbers for submitting ^pr4ers to the 

ES readily available? (Well-adv6rtised?) . * * • . . {4) 

5\ Are there adequate phone facilities for the ES 

sp that you are not inconvenienced?* . .. . * * * * * (5) 



Yds 


Ho 


Yes 


HO 


Yes 

i 


Ho 


Yes 


HO 


Ifes 


No 


Yes 


HO 


Yes 


HO 



Yes No 



II^^., %MPI.OYER SERVICE (Activity #1^) 

1* Do ydu have a designated ES c^<?htact person whom 
you deal with on all ES matters ^except such 
0 routine transactions as placing an order, 

arranging job interview appointments, verifying* 

results of referrals to a job order you placed)^ . ^ ^(1) 

" . - Yes No 

2. Are you able to rekch an ES representative 

with relative ease? (2) 
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S. «^ Doee an ES representative contact you 

r^gulafly? •••,4 

a* Approximately how often in the past year?. 

4. Has an ES representative been 'of help to yo^. 
in resolving yoili: employment problems? , , , , 



a* Has an ES representative been of help 

to you in resolving problems you may have 
had with ES service? v ^ 

b« Has an ES em^Jloyer representative been 
helpful in intproving and/or extending 
services rendered to you by the ES?. . * . 



5« When an ES represeptative visits you, does * 
he/she seem aWare of your requirements, and 

the recent history of your dealings with the £fS?. 

* If 

a, ^ Appear to be knowledge£U3le of the current 
l£U3or mSLTket? 



'H^ve you received printed material from the ES 
that indicated what, information the ES/ will need 
about your joB opening in order. to list it with 
the ES?, * 



FORM 


E 










Yes 


No 








Oa). 




X 


WW 








(4a) 


VOQ 

X 60 












X CO 










(5) 


Yes 


No 






.A 


" (5a) 


Yes 


No 








(6) 


Yee 


NO 





III. COMMENTS AND SUGGESTIONS' 



ERIC 
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Procedures and Forms for Data Analysis for the Survey 
Week 



{Hoif? to convert rai^ data 
Into a form cos^atlble 
vjitti performance standards) 
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Overview 

At the end of the survey week^ data will have been 
accumula^d on to Time Ladders, Time Ladder Siunmary 
Sheets {P-Porms) , and. on Questionnaires (B-Porma) . 

The procedures in this section describe hoi^ this 
"raw" data is converted into a form compatible with 
the performance standards. Worksheets andr forms axe 
provided as part of the survey package for carrying 
out the steps described belov;. This part of the 
Handbook contains exaitples and samples of the forms 
you will use. 



4 



144 

-138- - 



Fer|Qnhei 

task of converting raw data into a ^orm 



con^Qtible with the standards can.be'done at the 
local| office lever^ the labor area level (District 
Office) or by the contractor conducting the surveys 
to estlablish standards. Mo special skills or training 
are required^ If the local office is conducting the 
survey!^ part of a self analysis of operations, ue 
suggest: that the survey week coordinator supervise 
this work.. 

\ 

Schedule 

After %ou review the procedures in this section 
you will l^e that sonte of the data items required are 
daily sumSI of Time Ladder data. These ^ould be 
computed ||t the end of eac^ day to reduce the burden 

of the survey week, other data is obtained 



at the enc 

from ESARS for the month that includes the survey week* 

{ 

ESARS tables are usually not available ^til several 

■ V 

weeks following the end of the month. These measures 
(Service Fel^ents and 'Quantitative Measures of Component 
Activity) camLot, be calculated until that time. Finally^ 
the answers to^the Questionnaires will pfobably not all 
be available un\il the end of the survey week* 



The chstrt on page yl41 shows the earliest ti^me each 
calculation can be made. 



\ 
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... ■ ■ \ 

4. Data Analysis Forms . . 

The table b$low summarizes the'' forms to be used in ^ 
the step-*to-«tep procedures that convert raw survey 
data into the performance standards format. Each series 
of forma relates to one of the data collection instruments 
used or to data obtained from ESABS tabl^ and other 
sources. * 

< 



♦Unenqployment and Employment data are used for calcu- 
lating Service Percents for Reception and for Order 
Taking. The data is obtained from Stat:e R & A 
Division {See Service Percent worksheets H-3 for 
details) . 



ERIC 
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TABLE OF DATA ANALYSIS FOHMS 



FORM 


" - r 

TITLE 


; 

WHO FILLS Itt 


WHAT IS MEASURED 


EARLIEST TIME 
CANCELLATIONS 
CAN BE MADE 


4 

tlOTE 


G 

* 


Worksheet'For LO Time and 
Quantity SummaryDaily and 
Total Study Week 
- (Summary of A-1 Forma) 

— — 'Z Y — 


ES Staff 
Member 
assigned by - 
Survey Week 
: Coor.' 


Quantity Units & 
worktime of all 
— activities 


For Daily Totals: 
Daily 

For ^Total Study 
We€fkt 

cno ox weeK 


Use Daily 
Collection of 
Form A'l ^rom 
each miemb'er^ 
of study 


m 

H-l 


Sumnvarles of Time and Ouantitvt 

Summary of Time and Quantity 
XOT Juu lor ucUQor Area t 


See above 

B 


Quantity of all 
activities 


End'of Week 


Qse Form G 
to calculate 


|Lh-2 

H 

1 


Summary of Kon^PIacen^nt Time 
and Quantity for LO (or 
-Labor Area) 


See above 




* 

End of Week ^ 


Use Form G 
to calculate 
* 




Worksheet/Summary of Service 
percents for LO (or 
Labor Area) 


See above 
• 




After ESARS 
Tbl for LO's 
are availed^Ie 


Use Form H*It 
appropriate- 
ESARS and 
Labor Area 
figures ^ 


H-4 


Work6heet/Summa3ry of , 
Quantitative Measures 
for LO (or Labor 
A^ea} 


See above 




After ESARS 
Tbl for LO's 
are available 


^ 

Use Form H-l/ ^ 
appropriate 
ESARS and 
Labor Area 
figures 

9 
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TABLE OF DAl^A ANALYSIS FOHMS 



FORM 


TITLE 


WHO FILLS 1^ 


a 

WHAT IS MEASURED 


CANCELLATIONS 
CAN BE MADE 


r 

NOTE^ 


(B- 

/CAX-IiY) 


Worksheets for Tally of £S 
Pre-test Forms (8,0, E) 


See above 


.Quality of all 
a^tivlti^s ' 


Can 1nake entry , 
Daily, as scon 
as forms ^ 
returned 


Use "appro- 
prlate B,lD, 
B fomis , ' 


B-1-^ 
* 


Staff! Reception 




1 


9 , 


■ 


DT-l-r 


Applicaati Reception, 

ApplicatJTon'^aklng, Referral 
Interviewing 










E-1P 

t 

H 
1 


Employers Order Taking, 
Employer Services 










*5ee Table of Data Collection 
. Instruments for list of B and 
D forms 










M-A 

M-2 
M*3 
M-4 ^ 
M-5 

M-6 \ 
M-7 
M-8 
M-9 
M-10 
M-11 
M-12 
' M-13^ 


Summary qf Activity Quality 
fgri 

Office Statistics 
Reception 

For the other activities 

f 


See above 


Quality of all 
activities 


End of Week 


, Use appro- 
priate B^D, 
E tally ' 
sheets and J 
LO Manager 
Form C* 
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^ - 

f . ■ 






* 





INSTRUCTIONS FOR COMPLETION OP ANALYSIS SHEETS FOR "TIME 
LADDER" DATA 

Bach staff atember will complete a form that summarizes 

the time spent on various activities during the day {A-1 

Fozms) « At the bottom of each form the total nuinber of 

minutes and the total quantity q£ units is recorded, Ne^, 

data is translated into a form that d^icts the relative 

* 

enphasis of activities in the office* This is done by using 
the two forms discussed in this section* The procedure 
totals all the minutes devoted to each activity by the staff 
^ohSn^ers each day and then produces a totaj. ^ for- all- the days 
in the week* Finally^ minutes devoted to each activity during 
the entire survey week are recorded in a tabids quantitative 
units are also recorded and minutes per ui^it quantity Used 
in the process*' (Form G-and a-lt "WorJcsbeet for Local office 
Time and Quantity sunanaxy*^ and "Summary of Time and Quantity 
For Local Office or Labor Area"«) 



ftepl: ' ^ 

^^^^^^^^^ / 

Con5>lete the LO number / name, aijd number of straff 
surveyed om-Fbrm G ("Worksheet for Local oifice Time" and 
Quantity Summary-). Also con^tlete the boxes 'indicating" 
the dates af the survey. ^ . . 



^ Step ^ ; ■ ' * , 

. At the end of each survey day assemble all the staff 
Time Ladder forms and the summary sheets (Fom^ A-1) . The 
total number of minutes spent on^ach actiyity by each 
staff member during the day appears at the bottom of 
each Form F. The'se numbers should be added and the totals 
entered under the ConsJonent Activity on Foinn ^ for thaf 
data. See illustration below. 



I Tim 
joist 


' 511.1 


■ 511.2 


Porf 
Stiii. 


BE 


AT 


ory 




: 


TfMr 






Time 
01st, 


511.1 


511.2 


Stiii- 


RE 


AT . 








us:v 






Ditt, 


su.i 


^1 

511.2 


Pcrf. 


RE 


AT 


QTf . 




// 



Time 
Diit, 



Pierf. 
StOs. 



11 Mr 



Sll,l 



RE 



3fo 



511.2 



AT 






Tm.. Dist. 


— . 
' 511.1 


511.2 


Ffc Stds 


RB . 


AT 


Date 




Qty 




Qty 


1. fA/^ ( 


'no 


u 






2. / / J 










3. / / / 










•4. / / / 










5. /• fl 








TOTAL WEEK 
Tniy'Oicv 







J 



TOTAL 
OF AM. PORM A-/ 
RecePTIOM TIMF 
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v. 



rA*¥lW& TIME" 



^ep 3 ; - , ' ^ 

Total unit quantities should be entered on the worksheet 
(Form Q) in a siiAilar manner. Note that certain quaiitities 

are not Accumulated on -the time ladders used by each staff 

> * . 

member; these are the activities performed in recep^tlon and 
in referral control where a special time ladder is used to ^ 
accumulate all the tally counts for the entire, unit. 



Step A z ' ^ , * , , ' ' ' 

. When the last day of the siorvey Ttfeek has occurred and ^ 
all the time and units for that d^y. have been entered on the 
last row of Form G, the weekly totals can be calculated. 
Add %he numbers in each doluioin on Form G and enter the totals 
in the space below. : Please note, that three special sums are 
asked for at the bottom of the Form; these ai^ tised to analyze 
^referral intervi^ing (Rl ^^'IN 13) , Employer Services 
(ES ^ ER % EPy an4 the non-placement time (X = Sum ^of all the 
•'X*';time). . . ^ ' ^ , \ : ' . ^ 




Step 5i 

Tr^scribe all the totals for each con^onent ontp Forms 
H-^1 and H-2., (Summary of Time and Quantity for Local Office 
or Labor Area)^ Add'all minutes and record the ejam in the 
total boK.at the bott;om of the first column*^ This nuinber will 
be used to derive the entrieB^ for the Percent Resource used 
column (the ladt column on tjie right on Forms H-1 and H-2).. 



Co^ute the Minutes Unit Quantity by dividing minutes 
by quantity for each coiDpon6nt. Compute the Percent 

Resource used, column by dlvlfdlng the niinutes^ used for each 

*^ * ' ^ * ^ , * ^ ' 

component for the tdt\i minute^s recorded In .the box at th^ 

J " . n ^ 

bottom of the first column, (calculated, in. Step 5 above) . 
This completes the^ worksheet for a local office* If* the * 



analysis, is being done f or^ a labor ^^^^e^^ the next step 
(Step 7) must be. perf ormeffl* * * j 



i 



Step 7. ; ^ ;^ , . 

Forms H^l and H-^ sh^ld be completed for the labor ar^ja 
as a whole as well as for every lojcal office in the' laboj^ 
area* Once Step 6 above is con^l'eted for every ^ocal office 
in the labor area, the' form for the entire^ labor area can be 
calculated* For each component activity add the minutes an<J 
quantities ,from each local office ^d enter the sum in 
the cotresponding column of the labor area Form H-'l. "Unit 
Costs" and "Percent of Resource" a^^ then calculated * 
exactly the same way for the labor area a's for the local 
bffice (See step 6 atoove) . 
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DAILY AND TOTAL STUDY WEEK (SUMHART^ OF P FORMS) ■ - 

LO NO. LO NAME # STAFF SURVEYED - 





Tm. Dist, 


511.1 


511.2 


512.0 


513.0 


531.1 


531.2 


531.3 


531.4 


.531.5 


531.6 


531.7 


Pfc Stds 


HE 


J 

AT 


CO 


TE 




IJ 


FC 


h 

JI 


■ OT 


RC 


w 


Date 


Ta 


Qty 




Qty 




Qty 


Tm 


Qty 


Tm 


Qty 


Tm 


Qty 


Us 


Qty 


Tm 


Qty 




Qty 


Tm 


Qty 




Qty 


1. / / ' 














































2. / / 




















1 


























3. / / • 














































4. / / 














































s.: / / 














































TOTAL WEEK 

^ 

Tti/Otv 



























Tm. Dist, 


531.8 


551.1 


551.2 


554.0 


539.1 


610-1 


610-2 


610.3 


610U 


NA 


HA 


MA 


NA 


900.0 


Pfc Stds 


JD 


ER 


EP 


CS 


XK 


xs 


XM 




XW 


XC 


XJ 


XX 


XU 


XV 


Date 


Us 


Qty 




Qty 


Tm 


Qty 




Qty 


Tm 




Tilt 










Tilt 




Tm 


1. / / 






































2. / / 






































3. / / 






































4. / / 






<t 
































5. / / 






































TOTAL WEEK ' 
Tm/Qty 
































At tha end of the study veek, calculate tlie following, using TOTAL WEEK figures 
^ ^ RI=(INtIJ) * , ES=(ER+EP) 


t 

_X= (XK+XS+XM+SP+XWI- 














XC+XJ+XX+XU+XV) 


Tta/Qty 




Tto/Otv 




Tm 





.amn 



o,» -ime d C ^ti. 



LO lHo. 



LOCAL OFFICE NAME □ 
LABOR AREA NAME □ 



# STAFF SURVEYED 



Pfc 

std - ^Activity 


- Minutes 


Quantity 


Unit of 
Quantity 


Unit Cost 
in Minutes 


Percent of 
Resource 
(Min./All 










(ftiin./Qty.) 


Total Min.) 


RE RECEPTION 






Applicants 






AT APPLICATION TAKING ^ 






Applications 




/ J 


CO' COUNSELING ^ 






Applicants 






TE_ TESTING 






Applicants 






RI REFERRAL. INTERVIEWING 






Applicants 






FC FILE SEARCH/CALL- IN 






Call-in AttemDts 






JI JOB INFORMATION SERVICE 






N/A 


^ „ i 




OT ORDER TAKING 






Job Orders 






RC REFERRAL CONTROL 






Referral Requests 






W VERIFICATION/VALIDATION 






Results/orders 






JD JOB DEVELOPMENT 






JD Attempts 




i 


ES . EMPLOYER SERVICE ' 




i 


ESR Conta'cts 






CS COMMUNITY SERVICE 




1 


N/A 1 ^ ^ 




X All else (Non- Placement) 




N/A f ^ 




ALL ACTIVITY TOTAL 








100.0% 


RI^REFERRAL INTERVIEWING': 


* 


IN INTERVIEWING f 
IJ INTERVIEWING- JIS ' 






AoDlicants 










ADDlicants £r. JTS 






f - ' 

ES-EMPLOYER SERVICE: 




ER EMPLOYER SERVICE-REG0LAft 
EP EMPLOYER SERVICE-PROBLEM 






ESR^ Contacts^aular 






4 


r 


E;3R Contflintfi-Problen 







€0 
\ 



If Summary is for a Labof Area^ list the Local Offices which have been includedj 




Swnmary oi: Non-Placement {X) Time and Quantity 



LO NO. 



□ local office or 

□ labor area 



NAME 



Ffc ' 
btd Activity 


Minutes 


Percent of 
Resource 
(Min./All 

Total Min-^ 


XK KEY PUNCH JB AND MOBS DATA 






XS SUPERVISION, MANAGEMENT, SELF-APP,. SYSTEM 






XM MEETINGS. TRAINING 






XF PILING. TYPING, CLERICAL, SWITCHBOARD 






XW STUDY WEEK 


1 ' 




XC CETA 






_XJ JOB CORPS, FOOD STAMP, WIN, NON-TITLE III 






XU UI - 






XX ALL ELSE 






XV VACATION, TUJNUAL LEAVE. SICK, PERSONAL 






ALL X TOTAL 






ALL ACTIVITY TOTAL 




100.0% 



I 



(Form H-1) 



.1 !. 

I ! 1 



! I ; ; 
i - * : i 

1,1. 



1 



F 
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INSTRUCTIONS FOR bOMPI»ETING WORKSHEETS FOR "SERVICE PERCEtfTS" 

The following worksheets (Form H'3) describe the method for 
calculating Service Percents for each con^onent activity in 
the survey. These^heets show the sources for confutation. 
Data taken f ro^i ESAKS tables are prefixed with an "E*\ the 
table and line number £ollow; unless otherwise indicated the 
number is the total for that line in the table (column c). 
Numbers derived frdm the survey are shown with a subscript 
"s" following the cohiponent activity alphabetic code. These 
survey* numbers are taken from the tables compiled on 
Form ^'^1; they are the quantity' units £or each component 
activity ih the Ibcal office. The number indicated by the 
symbol '' (S)" is a conversion factor to extend ,the quantity 
njjeasure for the survey week Agto equivalents for a month. 
The conversion f actorj\^" (S) " is derived as follows; / 

S = & of working days in the month/# of days in the survey 

All the 'fractions calculated on the worksheets are multiplied 
by 100 to express the results as a Service Percent. 



if 
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worksk£;et/su''mary of scaviCE percents 



Fom H-3 (5/75) 
Page 1 of 3 



□ lo or ' 
□labor area 



SURVKY TOEK / / 



AT 



Hew Apps + Renewals 
Total Traffic 



(E90010)+(E90020)> xlOO 
(REg) X (Sj 



) + { 

TITT 



— r 

xlOO 



Application taking Service % = 



CO' 



Indiv Counseled 
New Apps + Renewals 



(E90025) xlOO 

(E90010)+(E90020) 



S I 

— 



— r 

xlOO 



Counseling Service % = 



ES 



ESR Problem Contaicts 
ESR Problem + Regular 
contacts 



(EPg) I 

(EPg) + (ERsi 



XlOO 



TTTT 



. f 



T 

xlOO 



PC 



Call-in Attempts 
# of Indiv. in the 
Active File 



ES Service % = 



(S) 



(Edl305) ' 



) 



XlOO 



) X ( 



XlOO 



Pile .Search/Call-In> Service % - 



JD 



Job Devel. 'Attempts 
Referral Interviews 



(INg) + (IJ^) 



XlOO 



s' 



( - I 

pri 



y 



XlOO 



Job Development Service % = 



uiS Referral Interviews 
from JIS 
Referral Interviews 



(INg) + (IJg) 



XlOO 



) 



■nrr r 

: XlOO 



JIS Service % = 
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VKJRKSllELT/SU V'lTvRY OF SliRVICH i^ERCENTS 



FORM H~3 (S/Vi>, 
Page 2 3 



□ lO or 

□ lABOR AREA 



SURVEY WEEK / / 



RI 



TE 



.A 



Referral Interviews 
Total Traffiq. 



Individuals Tested 
Total Traffic 



tlH ) + (IJ„) 

8 S 



xlOO 



V 



Testing Service % = 



( 


) + ( ) 


[ "7 

I 


J 

XlOO 


9 Service 


% = 


( 




( \ 


XlOO 



^ you are in an area served hy only one local offip^ the 
following four service percents apply in the same manner as 
those on pfges 1 and 2. 



If you are in^ a labor area whiph is served by several local 
office^ tlje service perqents on the following page may not apply 
to an individual office but only to the area as a wholes Thr^e 
of these activities; Order Taking, Referral Control, and 
Verif icationAalidation may be carried out centrally in your area, 
The service percent in that case applies only to the labor area 
and it should be calculated only on that basis- The other 
activity. Reception, is measured by dividing the total traffic 
counted during the survey by the total unemployment estimated 
for the labor area. This figfure applies to the entire labor 
area and should be calculated by adding all the traffic counts 
in the local offices. 



ERLC 



The procedure for cpmbining local office data to derive Labor 
Area Service Percents is described immediately following the 
SERVICE PERCENTS WORKSH^^TS^ Examples are given for performing 

15S 



the calcu^lationsi 
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In areas served by multiple local offices the individual 
local office data is combined to give service percents 
for the areas as a whole. The proced^re uses the numbers^^ 
recorded in the boxe^on the right-hand side of the ^ 
\ SERVICE PERCENT WORKSHEETS. The exan^Xe on the next page 

illustrates how data from five local offices are combined 
for one component activity) Application Taking, Please 
note that the method calls for adding all the numerators 
from each local office calculation and separately adding 
all the denominators * The number in the box used for 
the Labor Area Service Percent is the total sum of all 
numerators divided by the total sum of all the denominators^ 



169 

•153* 



0 w% 



AT 



' New Apps + Renewals 
Total Traffic 



(E90010^> + (E90020). xlOO 



( / ^ ^> ) X { y--^ ) 
31100 I 



Application taking Service ^ ^ 



At[ Hew Apps + Renewals 
Total Traffic 



tE90010) + fE90020) xlOO 
(REa) X (5) 



Application taking 



I slOO 



.4e % 



AT 



New Apps + Renewals 
T9tal Traffic 



tE90010)+(E90020) xlOO 
(REg) X (6) 



xlOO 



Loc<ti Office 



* Applicatfion taking Service ^ V 



AT 



New Apps + Renewals 


(E90010)+(E90020) xlOO 


{ S'oo . ) + t 7o ) 


Total Traffic 

1 


(REs) X (S) 


XlOO 



Application taking Service ^. 



AT 



New A_pps + Renewals 
Total Traffic 



(E9W10) + (£90020) xlOO 

(Rtes) X 



3C100 



i Ota/ OH^ic^ 



Application taking Service » 



Cists') 
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This foregoing procedure should be applied to all Service 
Percents except order Taking and Reception , 

Order Taking and Reception are calculated on an area wide 
basis only. The figure used In the denominator Is Total 
EniployKient and Total Unemployment In the area . Where several 
local offices serve a single area^ these two Service Percents 
apply only to the area as a iidiole — In this case, multiple 
offices in a single area . Total traffic Is the sum of all 
RBg measured In the local offices and Openings Received Is 
the ESABS total for all the offices (including central orderr 
taklngl in the area. 
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r 



Total Traffic 
Total Unemployment 

in the Labor Area 



X (S) 

(see Mote a) 



xlOO 



T 
XlOO 



Reception Service^ % = 
(See Note c) 



, (Note c) 



Total Traffic 
Total Unemployirtent 
in the Labor Area 



Ma. 4 



X (S) 
(see Mote a) , 



(RE3) 



XlOO 



K Id > X ( 4^. > ) 

( J 



XlOO 



Reception Service % » 
(See Mote c) 



(Motfe c) 



RE 



Total Traffic 
Total Unemployment 
in the Labor Area 



Total Traffic 
Total Unemployment 
in the Labor Area 



(REg) X 



(S) 

(see Mote' a) 



XlOO 



/^^ ) X (^'dZ ) 



xlOTGl 



Reception Service % = 
(See Note c) 



(Note c) 



(REg) X (S) 
(see 'Note a) 



XlOO 



( ) X ( J- ) 



T 

xibo 



Reception Service % ~ 
(See Mote c) 



(Note c) 




t RE 



Total Traffic 
Total Unemployment 
in the Labor Area 



A/a. S- 



(REg) X (S) 

(see Note a) 



XlOO 



( //o ) X ( ) 



Reception Service % = 
(See Note q) 



XlOO 



(Mote c) 
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INSTRUCTIONS fFOR COMPLETING WORKSHEETS FOR * ' 

"QUANTITATIVE MEASURES OF/COMPONENT ACTIVITY^' ; 

The following worksheets describe several QUANTITATIVE 

MEASURES OP COMPONENT ACTIVITY. They are numeric indicators^ 

of the quality of performance of these *activi ties. / During 

the surveys to establish actual performance standards these 

indicators will be analyzed for their contribution to i^he 

output performance of the, local offices in the sutvey." For 

some of these activities more than ^e indicator is presented; 

we expect that after statistical , Analysis of the survey liata^ 

these will be reduced* 



J/ 



Th^se> Qiiantiliative Measures Vill be established as 
standards if the statistical evidence at the end of the large 
purvey (next phase of Performance Standards project) supports 
their use* For the present, managers may use them to compare 
theit actual |)erformance to a Ipcal average or to their own 
expectations* / 
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WOJIKSHEET/SUMM?.../ OF QUANTITATIVE *4EAte^RES 



FORM J:- A 

P<;K>Ci 1 of 2' 



or 



TE 



Individuals Tested I . (E91040) 
New Apps + Renewals ' ' (E91020) + (E91030)l 
(Svc to • indiv. .YTi)) 



)/+ (. 

.J. • ' 



Quantitative measure of Testing ^ 
(1 of 3) 



individual Teste 

on GATE 
Indiv. Counseled 



V 



(SVC, to Indiv. . .YTD) ' 



(Elli)40) 
(Edl035) 



Quantitative ineasu£S^ q£ Testing 
(2 of 3)1 ^ 



Individuals Tested 
on SATB 



Individuals Referred 
(Svc. \to indiv. . . .Y'TD) 



{E11050) 



Quantitative measure of Testing 
(3 of 3) 



AT 



New Apps ?f Renewals 
Total^ Unemployment in 
the Labor Area 



' (E9,0010) ^ (E90020) 
^See Note a, page 3 of 
SVCi^Percent Worksheet) 



J. 







•* 









Quantitative measure of Application 
■ Takinjg v \ . 



CO 



Total number of . 
Counseling Interviews 



Total number of 
indiv. Counseled 



(E11031Q) 
(E1103aD) 



Quantitative measur^e of (jounseling 



r 



4 
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WORKSHEET/SUMM ARY OP QUANTITATIVE MEASURES " Paga 2 of 2 



/ - 



Individuals Referred 
Rl t New Apps + Renewals 
— i(Svc. to Indi-v. . .YTD) 



(E91156) ] ' {. 

CE91020) -f-. {E91030) V ( ) + ( 



Quantitative measure of Referral Interviewing = 

„ a of 2) , ■ , 



RI 



Number of Referrals' 



Total Number of 
Job Placements - 



' (E90075) 
(E90090) 





If- 




(* 








) 











Quahtft^tive measure of Referral Interviewing 

(2 of 1) ■ . ' ' . 



JD 



Job De^velopmenl: Contaci :s 



NeW Apps Renewals 



(E90060) 

(E90010) +' (E90020) 



) + ( 



1 



Quantitative measure of Job Development 
' (1 of 21 - 



Job Development Contacts 



n ■ 



JD piacem^.nts a'^ a ^e^ult 
of Job* Development 



{E90060) 
(E90065) 



1 



Quantitative measure of Job Development ^ 
(2 Pf 2) . . - 
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d. INSTRUCTIONS FOR COUNTING RESPONSES TO QUESTIQNNAIltBS 
ON KBV QLpALITY FACTORS 

t 

Each staff member is requested to complete one or more 
, questionnaires covering the component activities they perform 
in the pla^cement {process* Similar questionnaires are completed 
by office manager, a selection of applicants, ^nd a selection 
^ of ^ployers* The responses to these questionnaires indicate' 
how closely activities in the local office conform to the gen- 
erally accepted norms for each component activity. 

The fotms on the following pages are provided to assist 
in tallying the responses." The forms are actual questionnaires 
modified to create a tally box for each question that has a 
Yes/No response. The questions that ask for'ntjmbers instead" 
of Yes^o responses are not it^luded in the tallys because * 
they are^ intended strictly as research data to be' used in the 
large smfvey that will establish standards^ In the final 
version cjf the Handbook, when performance standards have been 
established, these responses will be counted as either exceeding 
or falling below some standaj?^ number'r- tally boxes for counting 
the number above or below will then be included, 

(A sample of B and M sheejts is on the following pagesj 
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FORM B-1 
ES Staff 



ES STAFF PRE-TEST FORM 



DATE 



liOCAL OFFICE ( 



INSTRUCTIONS: Check the answers to the following questions. 



I. RECEPTION 

1. Do yo 
appli 

(If y 
inai 
in c 



I 



I 

ii) 



a. W 
e 



(la) 



2. Are a 
sched 



3. How m** 
' mater, 
* * leave 



^ cants 



4. Do yo 
$ippli 



5, 

r 

7. 



Do yo 
appli 
appli; 
sedti 



Do y( 



"What 
could 



(4) 



(5) 



1^ 



;(6) 




If Ye 
often 



(S) 
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(8a) 



r 



4. Was 
your 

5. Hcw' 
appl 



6.. -Wa^ " 
appl 



7. Was 



I 



(4) 

(5) 

(6) 
(7) 



SECTION III 



ERIC 



Did you 
If you a, 

1. How 
inte 



2. Did 
look 



3, Have 

4 . Woul 



5. Did 
her 



6 * Were 

If i 

a* 








1^8 





(1) 













(3) 






^ (4) 




' -5 ' 


.(5) 






-Z3— 




(6) 



(6a) 



(6b) 



(6c) 



-162- 



Fom E 



EMPLOYER PRE-TEST FORM 



DATE 



VQtKL OFFICE_ 



INSTRUCTIONS ; 



1. ^OB 



Please check the answers to the following questions, 
referring when necessary to the attached copy of a job *0 
order yoa registered with the Employment Service (ES)* 



X 



1* Does 
need 
job * 

a« 1 

b* ]. 

c* ; 

d. I 



Was 
ES fi 



Are J 
ES n 



Are - 
so t) 



II • empl5yer 

i; Do yt 
you I 
rout. 
arr^J 
resu. 



Y 















it 














D 

ft 

1 




-] — 






\ 


^« 






1 


^ ■ ■ * 1 — - ' ~ 





(1) 



(2 a) 
(2b) 
(2c) 
l~-(2d)' 



(3) 



U) 



(5) 



(X) 



2. 



Are " 
with 



(2) 



Have 
that inc 
about yc 
the ES? 



FORM E 





3. 


DOGS an 
reg^ularJ 






(3) 








a. Appi 






(3a) 






A 


Has an I 
in reso] 




4 






V 

1 














* 






to 1 
had 














b- Has 






(4b) 








hell 










5. 


Whe\x an 














he/sJitt ! 
the rec* 






(5) 


I 




• 


w ■ . 






1 








a. ' App< 
^ lab( ' 


1 




(5a) 





(6) 



II I . COMMENTS AN] 



0 
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Step Is 

The Staff Responsets (B Forms); ^ / 

Collect air the forma from the ataff and record the nuniber 

returned in each catagory, (x^.e., B-l*s#^. .'/I^ B-2*s 10, 

etc.)." Keep all questlonnaxres of one type together . 

Step 2: 

The Staff Responses (B Forms) ; / 
Using the worksheets on the following pages record ^11 
Yes or Mo responses to^ each question in the taJtly boxj6^ 
provided. If your local office has a very large starf 
(more than 50) you may find it necessary to use ain^ll tally 
marks to "squeeze" all the responses into the bo^s (it is 
possible to get as many as ninety marks in a single box). 

Step 3: 

The Staff Responses (B & M Forms) 

The totals of Yes or No responses should be entered in 
the appropriate boxes on the M Forms which summarize the 
Key Quality Factors for each activity. The Forms contain 
responses from the Staff, the local office manager, the 
applicant, and the employers, in this step only the staff 

responses are entered' (B Forms). The M Forms have spaces 

I 

for total of Y+N and for "% Yes**. 

\ 
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ZLl 



Hob7 Long 



Given Feasonebla 
BstiaiatQ Wait ? 



Person at Itecep^ 
Frion63.y ? 




Help Dixaot to 
Servico 7 ^ i 



Easy to Find 
DirsQtion 7 



Sign& Bosy to 
Bead 7 



O 



Q 

n 
ft 



(A 

H « 
O 



<-3 
0 

rt 



o 

(0 



O 

■I 



ig 

r 

s 



Ptethod for Hoikitoriikf 
HGit Tiiiio7 



Peak Day (Milk,) 
Tyipical Wait? 



Appointments Jcept 
on Schedulo7 



^ Osin9 JI5 only? 
1 out of 



Aiert specif 
Problamo7 < 



Procedure for 
Locatiikg previous 



Job Ready Applicant 
JIS7 



Tine - Dedk 
Unattended (KinO^ 




tteview Self-Appli- 
cation 7 ' 



Criror Frequency^ 
I out of 



O 

> o 



o 
ft 



< a 
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Ilia* From LO Manager Form c/1 

T—. » j — Y'*^ * - ^ " ' 1^ 

1 1' ^ ' y! X I Y Tjjvj 1^ I Y 1 sj I Y I N YIN 



# Forms Returned; 



1 



•3 
If 



^4 



II 



5 

& 3 



o 
c 

H 



4a 



in 

o <w 

h 

II 
II 



4b 



o 



*2 



4) 

iil 



4c 



. 4) 
O 

H Pi 

IS 

4) 



-4d 



N 



■m 

o _ 

■O' 

§ 

an 
a D 



4e 



N 



o 



p c 



4J 

IS 



4f 



V 



N 



u 

o 



4g 



N 



£5: 



5a 



N 



g 

^ 4> 

O iH 

O Its 



5b 



N 



N 



J 

M Qi 
O V) 



5c 



o 



5d 



N 



o I 
3 8 



FC M- 
P. 2 Of 2 



Total Yes /No 



Total Yes + No 



Total 



Pass Criterion % 



Pgss/Fail 



Ill b, From LO M anager 



o <^ 

ta 4J 

^ 3 

(H r-* 



;rjc 



IL 



Fo rm C /I 



^ Forms Returned; 



N 



N 



N 



N 



- SUMMARY OF 
ACTIVITY QUALITY 



Activity: 



RECEPTION 



□ lo or 
[Zl Labor Area 
Name : . 



Total Yes/No 



^otal Yes + No 



Total % Yes 



Pass <;riterion % 



Pass/Fail 



CO 



^ Notfe : To determine 
Pass or Fail: 
o If Yes' is 

(greater than 
^ [equal to 

Pass criterion 
Mark Pasfe. 



V 



r 



4- 



I. 



From Staff 'Form B-2 

-| 




Forms Returned t 



N 



N 



N 



P. 1 of 2 



Total Yes/No 



Total Yes + Ho 



Total % Yss 



Pass Criterion % 



Pass/Fail 



JI, From Applicant Form D-l/ll 



I V 

' - 



O O 

o -a 
iH a 
a, iH 



RLC: 



in ^ 



S O 



it 



4) 

^' 

iH 

1 



4 ^ 



M iH 

O o« 
* P 

c u 

p-( U 



11 



4J U 
M 

O rH 

tM iH 

e 

O Pti 

^ a. 



Ji. 



0* 



li. 



# Forms Returned: 



N 



N 



N 



N 



N 



SOr^.>jA!tY OF 
ACTIVITY QOAI|.ITY 



Activity: 



APPLICATION 
.TAKING 



□ lO or 
D Labor Area 
Name: 



Total Yes /No 



Total Yes + No 



Total % Yes 



Pass Criterion S. 



Pass /Fail 



*Note: To determine 
Pa^s or Fail: 
© If '% Yes' . is 
jgreater than 



Pass criterion 
Mark Pass* 



Ilia. Fro m LO Manager For m C/IJ 



Forms Returned; 



t 

— i- 



l J. 



U rH 



, — 



la 



u 
nj 
b 

ST 



lb 



A M 



.2a 



2b 



0« ^4 



2c 



O (A 
U 



2d 



Y IN 



<a o 
& Q 



2e 



N 



3 



2f 



N 



A >4 

iA O 



-23_ 



I 



2h 



II 



H in 

b > 



3a 



§4> 

H 

r-l ^ 

ri *> 

Cm q 



3b 



3c 



'P. 2 of 2 



Total Yes/No 



Total Ves + ^lo 



0) 

d u 
1^ n: 



Total 



Yes 



Pass C 'iterj ~r\ , % 



Pass/Fail 



3d 



Illb^ From LO M a nager F o nti C/II 



Q « 
C ^ 
C 

01 :s 
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01 i-f 

o 

O (3 

■H U 

til 

0. o 



ii Forms Returned; 



N 



Y N 



SUr-'-.'ARY OF 
ACTIVITY QJALITY 



Activity; 



APPLICATION 
TAKING 



□ lO or 
D Labor Area 
Hfar?.e: 



Total Yes/No 



Total Yes + No 



Total 



Yes 



Pass Criterion % 



Pass/Fail 



^Note: To determine" 
Pass or Fail; 



o If 



Yes* is 



{greater than 
equGl to 
Pass criterion ^ 
Mark Pass. 



Step^ 4.; ' 

The Local Office Manager's response (C Forms) i 

The local office manager's responds can be entered *^ 
directly. Since only a single questionnaire is used for 
this series of"" questions (o^e manager) there is no equivalent 
jot the "% yes" or "Pass/Fail" for these responses. All the 
Yes-No questions have been phrased for "Yes** answers when the 
local office conforms to the "standard". Questions requiring 
a numeric response are intended strictly as researc 
(see page l .of these instr.uctions) . 

Step 5: 

I 

The Applicants responses {D Forms) 

Tallies of the Yes/No responses can be made exactly as^ f or 

the Staff forms (B Forms) abov^ However because of the large 

number of responses (330 D Forms distributed to applicants^ 

see page ^ ) ^ you will probably need more than one sheet. 

* * 
(We have provided three tally sheets for each D Form) . 

Step 6: • ^ . ' 

The Applicant responses (D & M Forms) 

The totals should be entered on the M forms just a:^ in 
the case pf staff responses. Yes" respooses^ are then used 
to determine "Pass/Fail" after standards have been established 
Until there are standards the "Pass Criterion*' are blank. 




step 7; ' , ' 

The Employer responses {E Forms) ^ 
Tally the responses as above on the sheets provided. 

Step Bi , 

The Employer responses (E & M Forms) 

, Record the totals of Yes or No responses bn the appropriate 
boxes of the M forms* The H forms should contain all the 
responses to Key Quality Factor questions at the end of this 
step. Calculate the % X^^*' responses and enter those on 
the M forms , 



Step 9; ' 

Analysis of the Key -Quality FaoEpr responses 

The responses collected, by these questionnaires are designed 
to measure how* closely practices in the local office correspond 
with generally accepted "standards*' of how ttiese functions 
should be performed. When the large survey contemplated for a 
later phase of the performance standards develo^naent has been 
completed, the M forms will contain *'Pass/Fail** criterion. - 
The criterion will be based upon the practices^ found among 
th^ high performers surveyed in that projected study. 

Until that is done the local office or district manager' 
XLsing this Handbook can revieV^ the results of the questionnaires 
as a check on their own expecti^tions of conformance with these 
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practices. fiFhere the performance standards survey has been 
conducted in several offices^ the results can be coinpaxed 
across offices. 

*w 

Where activities widely differ from the standards as shown 

* 

by a large percentage of "No'* responses, Consideration should 
be given to the method actually used In the local office and to 
the resulting overall perforjnance of the office? perhaps the 
improvement plan for the office might Include closer conformance 
with standard practices. ^ 



Cost-per-unlt quantity, service percents, and quantitative 
measures of component activity currently have no standards 
against which local office managers or district managers may 
compare actual operations. Hofwever, the survey data could be 
useful In comparing one office to another or In comparing the 
actual operation against the expectations these it^agers have. 
Discrepancies In these comparisons could then be\lnvestlgated 
for the causes. The focus should be upon the specific 
component activity. Until established performance standards 
exist, this survey can only be used for that type of analysis. 
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